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More Telephone Service 


_ for More People Than Ever Before 


A Report of Progress from the 
1951 Annual Report of the American 
Telephone and Telegraph Company 
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A Reasonable Rate Program 


Wlule mereases im telephone rates 
have vaned for different classes of serv 
ice m different places. on the 
they have amounted to only 
twenty per cent since 194 


about 
| ind the 
mercase per telephone is les 
than five cents a day 

At the end of the vear there wer 
645.5 Bell Svstem men and women 
im imercase of about OVET 19 
More than 220 
been with us ten vear 
have sc d twenty vears or more, and 


twenty-five or 


emplovec 


OF 142 


hay 


more vears of telephone work 


Good Service with Good Spirit 


The men and women of the Bell 
System are its greatest asset. They 
served the nation well in 1gsi. Ther 
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Judustrial Center 


PICTURED ON OUR COVER THIS MONTH more than $73. City population is 
is the “motor car capital of the about 2 million people. Dwight 


world.” This particular scene shows 
Cadillac Square with the City Hall, 
Ford Motor Co., and other buildings 
nearby. Detroit, while known as the 
automobile center, has numerous 
other industries, including Parke, 
Davis & Co., Burroughs Adding Ma- 
chine Company, and United States 


Baird, who has been writing stories 
for AMERICAN Business for many 
years now, has just completed an 
article about a Detroit firm— Parke 
Davis—-which will appear in an 
early issue. A new series of articles 
is starting this month, describing the 
interesting story behind the opera- 


tubber Company. Recent figures tion of Retail Credit Company, and 
show that Detroit's average weekly also running is the second article in 
paycheck for factory workers was the “Executive Shortage” series 
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Harmon Elliott 


Talking 


Ie 1929 I thought I was going 
to be forced into a merger of 
Addressing Machine Com- 
panies, and | was very happy 
when I heard that the United 
States Attorney General would 
not sanction such a merger 


Because we were permitted 
to remain an independent man 
ufacturer, the public today has 
two totally different kinds of 
mechanical addressing equip 
ment to choose from. 

Here are a few of the things 
you can choose 
1. Visible Addressing versus 

Face Down Addressing 

Non-Metallic Address Plates 

versus Metal Address Plates 

Your addresses impressed in 

your address plates with 

typewriters or with 
punching presses 

Indexing your Address Cards 

by typing or writing on them 

or by fastening a paper index 
card to them 

19" filing drawers holding 

360 address cards 

Total weight 3 Ibs., 10 oz. 
versus 

19” filing drawers holding 

175 address plates 

Total weight 11 pounds 


The Elliott Company has be- 
come the world’s only stencil 
addressing machine manufac- 
turer and our new address card 
Softeners make it possible for 
any typewriter (Electric or 
Manual) to stencil perfect ad- 
dresses in the new Elliott 
Address Cards. 

If you are still using metal 
address plates, you will be very 
much interested in a booklet I 
have just written entitled Sten- 
cul Addressing from 1852 to 1952. 


May I send you this booklet? 


153-N Albany Street 
Cambridge 39, Mass. 


Total Salaried Personnel? 


lo the Editor: 

In the January 1952 issue of 
AMERICAN BUSINESS, I found your 
very interesting article on the North- 
western Mutual. The plans it uses 
tor keeping down the number of 
employees are certainly worth study 
and emulation. The figure giving 
the number of employees per $100 
millions of insurance in force is 
rather startling 

One piece of information you do 
not include and which might be 
Significant is the number of em- 
ployees per $100 millions of business 
in force away from the home office 
I do not mean agents or people work- 
ing on commission. I mean the 
people on the home office payroll. A 
figure showing total number of 
salaried personnel on the North- 
western Mutual payroll per $100 
millions of business in force would 
be more meaningful for comparative 
purposes 

If your study of this company 
gave you that information, I think 
your readers would like very much 
to have R. LouNspury 
Bankers Nationiu Life Insurance 
Company, Montclair, N. J 


Mr. Lounssury: Since Northwest- 
ern Mutual operates no branch of- 
fices as many insurance companies 
do, all of its personnel is “home 
office 


(Courtesy of Underwood Corporation) 


Puerto Rican Progress 
To the Editor: 


May I call your attention to the 
fact that the word “republic” is not 
the best term to use regarding 
Puerto Rico. For a long time Puerto 
Rico has been part of the Union and 
on June 4, 1951, the people of the 
Island voted overwhelmingly in favor 
of Public Law 600 of the 8lst U.S 
Congress, which means that the 
people are in favor of maintaining 
its association with the United States 

GUSTAVO AGRAIT, executive assistant 
to the Governor. La Fortaleza, Puerto 
Rico 


Abilene Native 
To the Editor: 


Your railroad comment in the Feb- 
ruary magazine (March of Business) 
concerned the Texas trail movement 
of cattle to Abilene, a subject in 
which I have long had a sort of side- 
line interest 

I was born and grew up at Abi- 
lene, where my people were pioneet 
settlers, and events in the railroad 
construction period in that section, 
and in connection with the trail 
cattle movement, have had a _ per- 
sonal interest to me. I had not pre- 
viously heard of the McCoy incident 
to which you referred 

The trail movement of cattle from 
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Texas started before the first rail- 
road (the Kansas Pacific, now part 
of the Union Pacific System) was 
built to Abilene. It was directed 
toward Abilene as soon as the rail- 
road was expected to reach that 
point, and great herds of cattle 
began arriving there for shipment 
before the railroad was in a position 
to handle traffic in a _ substantial 
volume. The railroad management 
was at that time more concerned 
with constructing the line westward 
to Denver at the earliest possible 
time than with anything else, and 
most of its available power and 
other equipment were being em- 
ployed to that end 

It is my impression that these 
facts, rather than an indifference to 
traffic, influenced the management's 
first dealings with McCoy. I do know 
that after the line was constructed 
and in operation to Brookville, about 
50 miles west of Abilene, the man- 
agement cooperated with McCoy in 
encouraging cattle shipments from 
Abilene to the full extent of the 
road's capacity to handle them. But 
at this stage, it was naturally un- 
equipped to provide cars for handling 
several trail herds of 5,000 or more 
head of cattle, arriving almost simul- 
taneously at Abilene. That situation, 
of course, caused confusion and 
controversy about holding cattle and 
preferences in shipping turns 

I think, however, that you will 
agree that conditions under which 
the railroads were conducted then 
and now are not fairly comparable 
I know there are instances in which 
individual railroad representatives 
afford individual shippers and pas- 
sengers basis for feeling their traffic 
is not desirable or appreciated, but 
it has not been my impression that 
such instances are really representa- 
tive. Instead, it seems to me that 
management policies are all cur- 
rently directed at attracting addi- 
tional traffic, and holding to the 
rails all that they now have.—Z. G 
HOPKINS, special representative, As- 
sociation of Western Railroads, Chi- 
cago, Ill 


Better Business Forms 
To the Editor 


The first of the three-part series 
on better business forms in the Feb- 
ruary issue was excellent. I would 
like to get a copy of the three parts 
if possible, as we are trying to stimu- 
late greater interest in forms in 
general within the company 

Will reprints be available? If so, I 
would like to purchase a few copies 

J. B. JoyNtT, manager, Administra- 
tive Engineering Dept.. American 
Enka Corp., Enka, N. C ’ 

Mr. JoYNtT: I understand Richard 
Neumaier is planning to have the 
series reprinted in booklet form. I 
suggest you contact him at 1422 
Chestnut St., Philadelphia 2, Pa., if 
you are interested in copies 
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Diebold Systems 
for greater 
efficiency 

in record 


handling 


Fiberglas’ (uts Costs! 


If vou moan and groan that “cutting costs today is 
impossible!” just take a look at Owens Corning 
hiberglas. Their job fabrication reeord, most im- 
portant in their business, was costing more and 
more overtime every week, The record, an 84,”x11” 
dittoed form, carried vital specifications needed 
constantly throughout each day. Diebold’s Systems 
Analyst introduced V-Line Trays to Fiberglas, sug- 


vested that the job fabrication record be tested in 


unmediately adopted, and here's the important part 


overtime was eliminated. records lasted longer 
and every department was pleased. James T. Berry, 
Office Manager, estimates a $1500.00 minimum sav- 
ings per year as a result of V-Line. If you want to 
cut costs, despite rising prices. why not get the com 
plete facts on V-Line—the coupon below will speed 
your request. Diebold, Incorporated, 2003 Mulberry 
Road, Canton 2. Ohio, Dept. V-1 


this unusual file. After preliminary tests, it) was 


M. Reg U. S. Pat. Office — Owens Corning Biberglas Cary 


Diebold, Incorporated, Canton 2, Ohio iebold 
Yes, | want to cut costs like Owens Corning Fiberglas 
RECORD HANDLING Systems 


Microfilm © Rotary, Vertical and Visible Filing Equip- 
ment © Safes, Chests and Vault Doors © Bank Vault 
Equipment © Burglar Alarms 
Address Factory Branches and Deolers in all principal cities 


Zone Mate 


send me the facts on V-Line without obligation 
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Arthur W. Page, former vice 
president of American Telephone & 
Telegraph Co., began corresponding 
with M. R. Sullivan, president of 
The Pacific Telephone & Telegraph 
Company. Subject: Better letters. 
Result: An informal, but  fact- 
packed booklet on friendlier, sim- 
pler, less-stilted letters. The book- 
let, really an exchange of letters 
between Mr. Sullivan and Mr. 
Page, is called, Mark to Arthur 
to You, and is_ published by 
American Telephone & Telegraph 
Co. Its 24 pages wrap up just 
about everything to be said about 
better letters. 


Alvah Wheeler, Tide—yes, Mr. 
Printer, TIDE not Time—Maga- 
zine president, is distributing a 
booklet containing an extremely 
worth-while message. Theme of the 
message is: The increase in manu- 
facturing plants of from 166,000 
to 240,000 plants, or an increase 
of 45 per cent. Annual expendi- 
tures in plant expansion soared 
from $2.3 million in 1940 to $18.6 
million 10 years later, representing 
a 900 per cent increase. Now here 
comes the puzzle. To move the 
greatly increased production of 
this vast manufacturing potential, 
the gross number of salesmen in- 
creased only 29 per cent-——-from 
2,900,000 to 3,700,000! Mr. 
Wheeler concludes that our ability 
to produce is about 20 years ahead 
of our marketing and selling func- 
tions. He says that we have a 
span of time in which to get out 
and build up the acceptance—both 
of product and companies——to sup- 
port this economy without the 
crutch of defense spending. 


Every Company, for safety’s 
sake, should take Mr. Wheeler's 
advice and set up a strong, active, 
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responsible committee to find 
chart, and analyze the answer to 
one question, “What will our com 
pany do when defense spending 
ends?” The picture may not be as 
black as Mr. Wheeler paints it, for 
the very simple reason that we 
seem to need fewer salesmen to- 
day. A salesman calling at the 
main office of J. C. Penney Co 
Inc., can put his merchandise in 
all the Penney stores. Years ago 
such distribution would have re- 
quired 50 salesmen. The same 
holds true for Sears, Wards, Wool- 
worth, A&P, Safeway, Kroger 
and all the other big chains. Super- 
markets with million-dollar-a- 
year sales are not uncommon. One 
salesman servicing a supermarket 
today may sell a volume equal to 
what two or three salesmen could 
move through the old-time corner 
grocer, who found it a hardship 
to order a full case of canned 
tomatoes. 


Our 330 Billion Economy is what 
Mr. Wheeler talks about. He points 
out that each of us in business and 
industry has a personal challenge 
to maintain this economy without 
the crutch of defense spending. It 
is vital to everyone that we do 
maintain it, and it is a job to 
which each can contribute. One of 
the major errors in’ present-day 
thinking is the short-term view- 
point held by some businessmen 
who cut and haggle over market- 
ing and advertising programs. By 
so doing, says Mr. Wheeler--and 
we fully agree —they fail to sus- 
tain the continuing demand this 
dynamic economy needs. 


Need for Advertising was re 
cently demonstrated to me. A doc- 
tor gave me a remedy which seems 
to have eliminated one of life's 


minor irritations. The medicine is 
produced by an ethical pharma 
ceutical house that declines to ad- 
vertise its product's merits. The 
product fills a real need. It has 
been on the market for 4 or 5 
years. Had it been advertised, I 
probably would have started using 
it 3 or 4 years ago. With all due 
respect to ethical concepts about 
advertising medicine, it does seem 
somewhat on the horse-and-buggy 
principle not to make a much 
needed product known until a doc- 
tor recommends it 


Kent Cigarettes show what ad 
vertising can do. These new Loaril- 
lard cigarettes have a_ built-in 
filter which screens out throat ir 
ritants. When I asked about them 
at a cigar counter, the clerk said, 
“Yes sir, you bet we have them. 
They're going to be popular.” 
Either advertising or some smart 
salesman had reached him. So I 
bought a package, smoked them, 
and liked them. Result: Perhaps 
a lifetime customer. No waiting 
years to acquire “professional” 


recommendation 


Louis W. Dawson, president Mu- 
tual Life Insurance Company of 
New York, says one of the recent 
great dangers has been the pos- 
sibility of inflation leading to un- 
sound real-estate values that may 
later collapse. But he adds, “There 
has been an apparent lull in in- 
flationary trends in_ recent 
months.”"" He is fearful that con- 
tinued Government deficits can 
mean trouble. Addressing a group 
of mortgage men and real-estate 
appraisers, he warns, “Therefore, 
unless the American public exer- 
cises great restraint in its spend- 
ing, and unless people increase the 
amount of their savings, inflation 


Cummins Multiple Marking 


can give you 20 to I savings 
IN TIME AND SALARIES 


“VS 


a time 


Biggest Opportunity for cost 
reduction in 99°/o of all offices 


If yours is an office without a Cummins Perforator 
you are wasting hours every day. 

Wherever you use a hand stamp for validating, 
approving, dating, receipting, numbering, coding 
or canceling you can do the job in one-twentieth 
the time with Eanes multiple marking!* 

Cummins holes-you-can-read mark 20 papers ata 
time—up to 20,000 an hour—with no effort, no skips, 
no smearing —in permanent, unchangeable clarity. 
Eliminates re-use and repayment of invoices and 
purchase orders—whether accidental or intentional. 

Among Cummins 107 models is a multiple- 
marking Perforator made to fit your business. Get 
the facts today. 


IN BUSINESS AND BANKS SINCE 1887 


Cummins-Chicago L/ 


Clip and Attach to Your Letterhead Today 


cummins-Chicago Corp., Chicago 40, Dept. AB-42 


i *l want proof and facts Send me Certified Gould Reports on severol present users 
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Department Stores. Goldblatt De- 
partment Stores of Chicago mark 
438,000 vendors’ invoices and 480,000 
inter-company billings and support- 
ing papers annually with Cummins 
Perforators. The expense of paying 
special clerks to hand-stamp invoices 
is avoided, because the ease and 
speed of multiple marking with Cum- 
mins Perforators permits regular 
clerks to perform this operation 
along with their regular duties. 


Hotels. The La Salle Hotel, one of 
Chicago's finest, uses a Cummins 
Perforator to cancel 10,000 vouchers. 
invoices and supporting papers a 
month. Because Cummins multiple 
marks 20 items at a time, the hotel 
easily marks all its papers for an 
entire month in only 60 minutes. 


Variety Stores. J. J. Newberry 
Company, nation-wide variety chain 
store, says Cummins Perforators do 
the work of five clerks. The com- 
pany, which annually cancels 1,200.- 
000 invoices from 487 variety stores 
throughout the nation, estimates it 
would take five special clerks to do 
the job by hand —at a total cost of 
about $10,000 a year. The operation 
is performed for $120 a year with 
Cummins Perforators. 


Publications. The Wall Street Jour- 
nal uses a Cummins Perforator to 
cancel ad tickets returned from the 
composing room, and customer in- 
voice duplicates when payments are 
received. 


Photo Developers. Eastman Kodak 
Company uses Cummins consecutive 
numbering perforators to mark films, 
shipping boxes and shop orders—all 
in one operation--for customer iden- 
tification while jobs are in process. 


Industry. Electric Motor Corpora- 
tion of Racine, Wisc., manufacturer 
of fractional horsepower motors, in- 
stalled a Cummins Perforator to 
modernize its accounts payable pro- 
cedure. The company cancels all in- 
voices and supporting papers for a 
year in a total of about two and a 
half hours. 


Cummins Super 270 Endorser—the 
world’s fastest—brings big savings 
in time and money to banks and 
businesses. Endorses checks, insur- 
ance deposits, warehouse receipts at 
the rate of 27,000 an hour. Mail 
coupon or write for full information. 
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seems likely to be renewed. Then 
later, when the defense expendi- 
tures taper off or cease, we face 
the prospect of a serious deflation 
or at least a definite business reces- 
sion. Certainly this possible pat- 
tern should be considered in mort- 
gage lending operations. On the 
other hand, it is entirely possible 
that this present boom may not 
end in a bust. Present restraint in 
consumer spending may continue. 
Savings may increase. Capital ex- 
pansion may be deferred in suf- 
ficient amounts to provide a 
cushion. And deferred non-defense 
public spending may take up some 
of the shock of deflation when it 
occurs. An attitude of extreme 
pessimism does not seem _ war- 
ranted, nor is it helpful to the con- 
duct of our daily lives. But one 
thing is certain. We have had 
more than a decade of almost un- 
interrupted rise in realty and 
other equity values. Therefore, 
without trying to predict the date 
or the extent of any future down- 
turn, it follows that we are 10 
years nearer to one of our periodic 
downturns than we were in the 
early 1940's.” 


Robert Young is needling the 
railroads again, blasting them for 
failure to improve passenger car 
design, for inconvenience to cus- 
tomers buying passenger tickets, 
and various other sins of omission 
and commission. He _ particularly 
scores the Pullman car building 
organization for failure to lower 
the height of passenger trains. Men 
like Mr. Young are never popular 
with the die-hards and the let- 
well-enough-alone crowd. Other 
railroaders have cussed Mr. Young 
over every clanking mile of rail- 
road track in America. But who 
will ever turn railroad’s mind to- 
ward improvement and progress 
unless someone like Mr. Young 
with nerve, and power, and imagi- 
nation raises its sights and looks 
forward instead of backward? We 
suggest a committee of engineers 
be appointed from the most pro- 
gressive transport group on earth 

the automotive field—-to examine 
impartially Mr. Young's claims, 
and report to America the merits 
or demerits thereof. Some of the 
excuses for not building a train as 
Mr. Young had proposed they 
should be built, had they been 
listened to and believed by auto- 
motive engineers, would have 
frozen automobile design at about 
the level of the 1907 Winton—a 
whale of a car in its time. 
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Big Company executives lead 
sheltered and protected lives 
Cloistered in their private offices, 
everything is done for them, 
brought to them. Some of them 
can't even read a railroad time- 
table. This is as it should be 
Trouble is, they never see money 
changing hands. They are up 
where the money goes out. They 
never see the money coming in 
Nor do they see the blood, sweat 
and tears expended by their sales- 
men, dealers, and distributors in 
selling their products. They are un 
aware that Mrs. O’Ryan goes to 
three supermarkets before she de- 
cides to buy a can of cleanser; 
that Mrs. Swanson might look at 
five refrigerators and then decide 
she needs a vacuum cleaner more 
urgently. Every big company ex- 
ecutive ought to be required to call 
on all the dealers in Winnemucca, 
Nev., or Oelwein, Iowa, at least 
once each year. 


Bill Holler took plenty of time 
out, when he was sales managing 
Chevrolet, to visit the smaller 
dealers. That may be the reason 
why he did such a grand job at 
Chevrolet. One time when he was 
in Chicago, supposedly holding 
very important conferences, long- 
distance telephone calls pursued 
him but no one could find him. He 
was finally located—-in the rear of 
a small suburban dealer's shop 
That dealer never forgot what he 
learned from Mr. Holler. And Bill 
Holler never forgot the ideas he 
picked up from that dealer and 
other small dealers. After all, one 
way to increase sales is to make 
the small dealers bigger. And you 
make them bigger by teaching 
them to think bigger. 


Green Typewriters —beautifully 
tinted pastel green, in a setting of 


spring flowers, greeted St 
Patrick's day strollers at Inter- 
national Business Machines World 
Headquarters on Madison Avenue, 
New York. Pink and other shades 
were also displayed. IBM gives a 
high note to its merchandising that 
seems indicative of the magnificent 
imagination and freedom from 
iron-bound tradition which may be 
one of the reasons for the wonder- 
ful growth and progress of this 
company. 


“New York Journal of Com- 
merce” comes up with a very tem- 
perate and thoughtful comment on 
the delays incident to the granting 
of railroad rate increases by the 


Interstate Commerce Commission. 
The New York Journal of Com- 
merce contends it is just and 
proper that the Interstate Com- 
merce Commission have the power 
to control railroad rates. We dis- 
agree, despite the masterful case 
made out for ICC rate control by 
the New York newspaper. We have 
never been timid about criticizing 
the railroads, but we do believe 
that ICC control of rates is ob- 
solete. It received this power to 
control rates when the railroads 
had a virtual monopoly of trans- 
portation, both passenger and 
freight. Today, private cars, 
busses, airlines, waterways, pipe 
lines, and trucks give the railroads 
about all the competition over 
which they can say Grace. Rail- 
road men are, by training and na 
ture, conservative. They would be 
reluctant to ask for rate increases 
if they thought for a moment 
that the increase was more than 
the traffic could bear. Traditional 
ly, the way to set a railroad rate 
is high enough to earn a profit, 
and low enough to attract the traf 
fic. A thousand complications enter 
into the picture when ICC con 
trols rates 


An lrate Subscriber criticizes us 
for making so many remarks 
about railroads. “We are not in- 
terested in the railroads,” he 
writes. He is a businessman, and 
we are slightly surprised that he 
shows no interest in railroads 
They are part and parcel of our 
industrial machine. This business 
man might do well to consider the 
economy of the situation. Many a 
product has no value whatever 
where it is produced; but when 
transported to markets, it acquires 
value and enjoys demand. This is 
the basic contribution of the rail 
roads to our economy, and we be 
lieve every businessman is justi 
fied in having a lively interest in 
the welfare of the railroads 


Marketing Tool: J. Walter 
Thompson Company has recently 
published, through McGraw-Hill 
Book Company, the latest edition 
of the famed Pojulation and Its 
Distribution. Many improvements 
over previous issues are in evi- 
dence. Here is one of the best 
marketing tools any businessman 
can own, But it is more than that: 
It will answer many other ques- 
tions besides marketing problems. 
A copy of it is about as essential 
to any business as a good atlas, 
we'd say. 


Retail Credit Company investigates and writes reports on 


12 million people a year, most of them on people planning 


to buy insurance. This story, first in a series of three, 


describes the services and policies of the large company 


By John Garth 


N 1899 when it was founded, the 
| name Ketail Credit Company 
was well chosen, because that was 
its Job to investigate credit for 
retail merchants 

But then Cator 


Woolford, the 
founder, who was shortly joined 
by his brother, Guy Woolford, had 
the inspiration that the market 
for information was not limited to 
the credit field, and the companys 
has been growing ever since. It 
has grown until the name is some- 
what of a misnomer, although the 
organization still continues to in 


vestigate credit. But credit in- 
vestigating is really the smallest 
part of its business today. 

Here is a brief picture of its job 
in recent years. Its 3,000 full-time 
salaried inspectors, plus 25,000 
part-time correspondents, all of 
whom work out of some 154 
branch _ offices investigate and 
write reports on a million people 
a month 12 million yearly. 

By far the biggest portion of 
these 12 million yearly reports is 
on applicants for one kind of in- 
surance or another: Life, casualty. 


automobile, health, accident, and 
the various other kinds of in- 
surance sold this country 
today. 

In the company’s files, main- 
tained at branch offices, are re- 
ports on more than 23 million 
people. 

But to fully understand the 
company’s business and organiza- 
tion, suppose we forget about its 
corporate name “Retail Credit 
Company” and think of it as a 
business service, performing a 
multitude of investigating and re- 
porting jobs for all kinds of busi- 
ness. To do this, it maintains a 
highly centralized and standard 
ized control at its home office, 
supervising in minutest detail the 
work of 3,000 full-time inspectors 
or investigators, plus about 25,000 
part-time correspondents. 

These inspectors corre- 
spondents are supervised by 356 
executives who act in a_ super- 
visory and managerial capacity. 
Add to this 1,026 inside office em- 
ployees in the field offices, and we 
have a picture of the company’s 
facilities to serve its customers. 
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There are 154 branch offices, as 
well as direct reporting stations in 
726 cities, whose reports are sent 
direct to the client or customer, 
without the delay of clearing 
through a branch or the home of- 
fice. There are also direct report- 
ing stations operated by part-time 
men in 135 other cities. 

This organization is set up to 
obtain information anywhere in 
the United States, including its 
possessions, and in Canada, Cuba, 
and Mexico. A foreign department 
in New York City maintains cor- 
respondents in all countries 
throughout the world, and is able 
to obtain information on residents 
in almost any country. 

It is probably inevitable that 
Retail Credit Company is at times 
compared with Dun & Bradstreet, 
Inc. There is considerable dif- 
ference. Dun & Bradstreet is a 
gigantic organization specializing 
in credit information and reports 
on business firms: Retailers, 
wholesalers, manufacturers, and 
others who seek credit for busi- 
ness purposes. Retail Credit Com- 
pany, on the other hand, operates 
a service which reports primarily 
on individuals, and the investiga- 
tions may be for any one of a 
variety of purposes: Fire insur- 
ance, automobile insurance, life 
insurance, accident and health in- 
surance, casualty insurance, or 
credit; or the report may be used 
in connection with an insurance 
claim, or for personnel selection, 
and scores of other reasons. 


James C. Malone, president 
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Employees for a big chain of 
food stores are checked before 
hiring and then checked periodi- 
cally, and progress reports are 
written on them. Security checks 
are made on applicants for jobs in 
plants turning out war materials. 
There is almost no type of report- 
ing job which the company isn't 
asked to tackle during the course 
of a year. And, although it has 
been conservative in planning its 
growth, because of a very natural 
reluctance to do anything to inter- 
fere with its insurance reporting 
business, it is constantly entering 
new fields. Many times it has been 
called on for certain types of 
market research. 

Relatively few retail stores use 
the company’s services, although 
the mail-order chains and ap- 
pliance stores often have Retail 
Credit check their applicants for 
credit. The big oil company credit 
men use Retail Credit for checking 
on people to whom credit cards 
are issued. One line of investigat- 
ing the company has carefully 
avoided—the private detective 
type of work used to get informa- 
tion for divorce actions, or any 
type of “shadowing.” Retail Credit 
reports are strictly “business” 
reports. 

Charges for these services are 
tailored to fit the work required 
for a report. Personnel selection 
reports start at $2.75 each, and 
vary in price according to loca- 
tion. Special personnel selection 
reports, when they are ordered, 
are charged for at an hourly rate 
of $3.00 to $4.00, depending upon 
the location. An_ investigation 
covering one-fourth of a man's 
lifetime, for a report on a poten- 
tial salesman, costs $17.50. Per 
sonal character reports begin at 
less than $2.00 each and range 
upward, according to the amount 
of information desired. Obviously 
an insurance company wants a 
more thorough check made on a 
man buying $100,000 of life in 
surance than is necessary on a 
man buying a $1,000 policy 

As a convenience to the highly 
reputable, but relatively 
volume, user, requiring less than 
$200 of service a year, an annual 
service charge of $15 is made 
for setting up and carrying report 
ing arrangements. 
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Operating Methods 

Retail Credit Company, from its 
home office in Atlanta, supervises 
in minutest detail every operation 
of its vast organization. Over and 
over again every executive stresses 
the fact that its personnel is its 
biggest asset. James C. Malone, 
president of Retail Credit, will 
interrupt almost any type of meet- 
ing to talk with a group of new 
employees. He says, “There are 
almost no men or women trained 
in advance for our kind of work. 
We must train them ourselves. We 
invest millions of dollars in this 
training program, and that is why 
we stress the fact that our per- 
sonnel is our most valuable asset.” 

Because of the company’s in- 
tensive training methods, and its 
care in selecting employees, it 
may be well to examine its per- 
sonnel policies and methods first. 

Vice President Howard B. Har- 
mon is responsible for the per- 
sonnel, personnel relations, and 
the standards departments. G. R. 
Mitchell, assistant vice president, 
is in charge of the personnel de- 
partment, which handles employ- 
ment interviews for the home of- 
fice. All field personnel is em- 
ployed by the branch managers. 
The company has job standards 
and a job description written for 
every job in the company, from 
the board chairman down. The 
first step in employing a person 
is a brief, informal interview. If 
a branch manager is doing the 
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What Costs 
“rain “Jop-Drawer 
Executives 


Al N. Seares, vice president of 
Remington Rand, reports that in 
March 1952 the cost of training a 
man was $5,120. This is not the 
cost of training an executive, but 
the com of training a man con- 
siderably below the top executive 
bracket 

Retail Credit Company has men 
come to Atlanta, pays them a 
salary, pays their expenses, and 
schools them at a very high cost, 
in the hope that some of these 
candidates will become executives. 
The total expenditure is difficult 
to estimate. 

One of the major oil companies 
@timates that it costs $10,000 just 
f find out if a young geologist or 
@fgineer has executive poten- 
tlality. This “finding out” process 
if@cludes considerable training. 

American Brake Shoe Company 
brings men in from all its plants, 
s@attered over the United States, 
for a training program, hoping to 

prove the administrative ability 

the men who attend. 

‘The shortage of executives-—it 
ig a big and pressing problem in 
b@siness and industry today. To 
pat it plainly: We are short of 
men capable of running a_busi- 
néss. Many companies are holding 
top-bracket executives past their 
nérmal retirement age. Other 
are going to seed be- 
c@use it is easy to earn money, and 
bUBiness is good. 

Vick Chemical Company, United 
States Rubber Company, Con- 
sdlidated Edison Company of New 
York, Inc., General Electric Co., 
Westinghouse Electric Corp., Ford 
Motor Company, practically all the 
different Standard Oil subsidiary 
and associate companies, Johnson 
& Johnson, American Cyanamid 
Company, General Foods Corpora- 
tion, R. J. Reynolds Tobacco Co., 
and many other of America’s 
most astutely managed companies 
are tackling the problem of execu- 
tive shortages with planned pro- 
grams, carefully and_ patiently 
administered ; 

This article, the second in a 
series on the problem, is largely 
concerned with the program of 
Monsanto Chemical Company. 
Here is a report of that com- 
pany’s attempt to solve’ the 
harassing problem of executive 
shortages 


Monsanto’s Pla 


By Eugene Whitmore 


EVERAL factors combined to 

create the necessity for a com- 
prehensive plan for developing 
executives at Monsanto Chemical 
Company. 

First, the company is growing 
and expanding rapidly. A_ high 
proportion of its current sales 
volume is made up of items not 
even out of the test laboratories or 
pilot plants 10 years ago. 

Current plans call for doubling 
the volume in the coming 3 years, 
and it is possible that this figure 
will be doubled again in the fol- 
lowing 5 years. These are special 
reasons, applicable to this com- 
pany alone, for the urgent need for 
an unusual number of capable 
executives. The other reason ap- 
plies to almost all business and 
industry. 

From 1940 until late in 1945, 
business and industry were unable 
to hire young men being absorbed 
by the Armed Services or other 
branches of the Government. This 
means that literally thousands of 
positions, which would normally 
be filled today by young men who 
had gone into business between 
1940 and 1945, are still unfilled. 

To provide a solution for both 
problems, Monsanto, in its charac- 
teristically thorough manner, put 
a plan for executive development 
into operation which has proved 
itself to be a considerable factor 
in insuring the future of the 
company. 

Monsanto states the objectives 
of its plan as follows: “To create 
a timed reserve of qualified and 
experienced personnel from which 
the most capable and promising 
persons can selected to fill 
higher executive and administra- 
tive vacancies, 

“To develop executive and ad- 
ministrative personnel to meet in- 
creasing and diversified respon- 
sibilities in their present jobs.” 

The first step was to classify the 
company's 11,000 employees into 
these 5 general groups: (a) The 
senior executive group of about 
70 men; (b) the executive and ad- 
ministrative group, about 150 
men; (c) the supervisory, profes- 
sional, and foremen group, of ap- 
proximately 2,000; (d) the semi- 


professional and clerical group of 
1,700 persons; and (e) hourly em- 
ployees, amounting to approxi- 
mately 7,250 persons. 

The program is under the 
guidance of the personnel rela- 
tions department director. The 
four essential steps of the pro- 
gram are: 


1. Organizational Analysis 

2. Evaluation of Personnel 

3. Selection of Executive Devel- 
opment Candidates 

4. Development of Individuals 


Monsanto has many plants, with 
operations on a_ national scale. 
About 500 men were found eligible 
for the executive development 
program. These came from the (b) 
and (c) groups. But nearness to 
retirement age and other factors 
lowered the total number of par- 
ticipants to far below this 500 
figure. 

The organizational analysis is 
part of an annual examination of 
the organization. It shows each 
man’s age, health, and any dis- 
ability which might indicate an 
early retirement. 

A special form called an “‘ap- 
praisal” is used in this examina- 
tion, and it requires at least 2 
men, both of whom are seniors of 
the man being examined, to rate 
him on the basis of 16 personal 
characteristics. These are: 


Job performance, character, initi- 
ative, cooperation, ability to 
inspire and influence others, de- 
velopment of personnel, respon- 
sibility, knowledge of function, 
ambition, analytical ability, emo- 
tional stability, vision, decisive- 
ness, coordination, resourceful- 
ness, health. 

Following a rating on these 16 
factors, there are four key ques- 
tions asked of the person doing 
the rating: (1) What is the em- 
ployee’s outstanding qualification? 
(2) What other excellent qualifica- 
tion$ does this employee possess? 
(3) What is the employee's 
greatest weakness? (4) What 
other weaknesses should be cor- 
rected to make this employee more 
valuable to himself and to the 
company? 
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Executive Development 


There follows a set of 10 pos- 
sible recommendations for improv- 
ing the employee, which the rat- 
ing executives must use to indicate 
what would help make the em- 
ployee more valuable in his pres- 
ent position or prepare him for 
advancement. 

Monsanto executives visited and 
conferred with many leading com- 
panies in this country before set- 
ting up its program. They studied 
virtually all existing methods in 
use for developing executives, 
hoping to find a simple, workable, 
common-sense pattern. While they 
are quick to assert they do not 
consider their program perfect by 
any means, they do feel the fol- 
lowing methods include about all 
the ways for improving and de- 
veloping executive talent they 
have found desirable for Mon- 
santo’s special needs. Other com- 
panies may find other methods. or 
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Rep! acement 


may find some of Monsanto's 
methods not applicable 

An executive who has qualified 
as a candidate for future develop 
ment may receive the following 
assistance in the Monsanto execu- 
tive training program: 


On-the-job coaching 
Special projects 
Advanced university courses 
Conference leadership 
Job rotation 
Participation in professional so 
cieties and conferences 
Company training programs 
Technical experience 
Operating experience 
Staff experience 
Other or miscellaneous or special 
activities 
Of all these methods K. B. Bern- 
hardt, manager of the program for 
Monsanto, is emphatic in saying 
that on-the-job coaching is the 


REPLACEMENT SCHEDULE 


most important. Actually, it is the 
basic foundation or cornerstone of 
the entire program. Other factors 
are important, but unless on-the- 
job coaching is done effectively 
the program may fail 

For example, Monsanto has this 
problem: It deliberately hires the 
most brilliant young graduate 
chemists and engineers from many 
leading universities, some of whom 
are actually so brilliant they 
annoy every associate. Yet they 
are extremely valuable. In some 
cases a day or two of coaching on 
tact, patience, and the simple 
techniques of getting along and 
cooperating with people, have 
brought an almost instant im- 
provement in these brilliant young 
men. 

Another important result of the 
program is the quick response of 
the men to coaching. Without a 
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Monsanto's replacement schedules for the various departments show the name and age of every man, and there are 
other breakdowns that indicate each man's effectiveness in his work. Training is then planned to round the rough edges 
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About 700 orders a day are received at Upjohn's branch The invoices and shipping tickets being removed from file 


office, and the first step is to sort these geographically 


How “Pre-Plated” Billing Cuts Order 


are preaddressed, and there is a supply for every customer 


One of The Upjohn Company's branch offices has perfected 
a system of order handling that makes one step in the pro- 


cedure a job of convenience rather than one of immediate 
necessity. Amazing system saves Upjohn $10,000 a year 


By Wells Norris 


HE Upjohn Company's Phila- 
delphia office has installed a 
“pre-plated invoice” billing sys 
tem for handling customers’ orders 
which has 
Saved their branch offices 
$10,000 a year 
Made it possible for the of 
fice to bill and ship orders 
the same day they are re 
ceived 
+. Turned a bottleneck into a 
free-flowing operation 


Upjohn's Philadelphia office has 
6.500) aceounts, and about 700 
orders are processed daily (al 
though as many as 1,200 have 
been handled in 1 day). The of 
fice serves part of Pennsylvania 
plus part or all of six other states 
as well as the District of Colum 
bia. Since the pharmaceutical 
business is highly competitive and 


is primarily one of service, the 
faster the orders can be delivered, 
the more business a company is 
likely to get. 

Upjohn had a somewhat stream- 
lined procedure before the new 
system was installed, but there 
was one big bottleneck: That of 
putting the names and addresses 
of customers on billing and ship- 
ping forms. Every morning several 
girls would sort the = stack of 
orders, and then pull Addresso- 
graph plates bearing the cus- 
tomers’ addresses. After the or- 
ders were properly addressed, they 
had to be referred back to the 
order transfer department for in- 
voicing, then to the billing depart- 
ment for pricing and extension. 
With hundreds of orders to be run 
through the Addressograph ma- 
chines, it was impossible to “plate” 
all the orders within an hour or 
two. In fact, the office would still 


be addressing orders in midafter- 
noon, slowing down other depart- 
ments which would then apply 
pressure on the girls to get the 
“plating” done as fast as possible. 

What Upjohn’s new system has 
done is simply to “pre-plate” 
orders, in this way making the 
Addressograph operation one that 
can be done at any hour of the 
day. There is never any pressure 
on the girls in the Addressograph 
department, and efficiency natu- 
rally can be expected to go up 
while tempers go down. 

From past experiences with its 
customers, Upjohn could tell 
about how many orders could be 
expected from each customer in a 
definite period. Therefore, a cer- 
tain number of five-part snap-out 
billing forms and four-part ship- 
ping tickets could be “pre-plated” 
for each customer. These pre- 
addressed forms were filed geo- 
graphically according to states, 
and as the orders came in, girls 
merely sorted them (by states), 
pulled the preaddressed forms, 
and turned them over to “pricers,” 
who also do the invoicing, pricing, 
extending, and footing. 

After orders are snapped apart, 
they are placed in pneumatic 
tubes for rapid transit to the 
shipping department. 

With such a smoothly function- 
ing operation, Upjohn can bill and 
ship any orders received before 
4:00 p.m. on the same day. The 
old system, of course, made it im- 
possible for orders to get out so 
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The items that are on the customer's original order must A pneumatic tube system is used to speed prebilled orders 
be transferred to invoice, and clerk prices and extends and shipping tickets to the shipping room for processing 


Handling 


fast, and there were other difficul- 
ties too. For example, the ship- 
ping department formerly was 
getting the bulk of its work in the 
afternoon, when it would have 
preferred to get it in the morning. 
Also, the billing department was 
getting its work in spurts, and 
was forced to pass on these peaks 
and valleys to the shipping de- 
partment. Efficiency was not at a 
top level because of these fluc- 
tuations in work flow. 

The new system, on the other 
hand, gave the billing department 
an ample supply of orders so that 
a steady flow of work was main- General filing is accomplished with ease and speed by utilizing a SorterGraph 
tained. And this even flow is with a 1,500-section alphabetical breakdown identical to genera! index system 
passed on, in turn, to the shipping 
department. 

About the only thing that could 
jam up the workings of Upjohn’s 
new system would be a sudden 
shortage of “pre-plated” orders. 
Such a likelihood is eliminated, 
however, through a simple little 
pink card that is placed in every 
customer's file. The card contains 
all the information about the cus- 
tomer necessary for the order 
forms, and when the supply is al- 
most exhausted, the pink card is 
removed and placed on top of the 
file. These cards are picked up 
each day and brought to the Ad- 
dressograph department where a 
girl will plate more forms and 
have them returned within a short 
time. 

One other point had to be 
taken into consideration. Upjohn 

(Continued on page 52) 


Misfiled ledger sheets are quickly detected at Upjohn by means of positioned, 
colored bands that are inked on the edge of the sheets for quick identification 
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Toledo, Peoria & Western 
Railroad's new building at 
Peoria, Ill., and office of the 
president, J. Russel Coulter, 
give a good idea of what 
has been done. Desk was 
made by The Herman Miller 
Furniture Company, and it 
was designed by George 
Nelson, well-known architect 


Unusual arrangement in the 
president's office at Grant 
Wilson, Inc., Chicago, en- 
ables Mr. Wilson's secretary 
to see when the boss should 


not be disturbed, but glass 
partition keeps noise from 
one office from filtering into 
the other. Executive desk 
is a Stow & Davis model 


ay Earl Jimerson, president of 
ray Amalgamated Meat Cutters 
and Butcher Workmen, has 
an office in Chicago with 
a custom-built desk. Unique 
paper and utility rack on 
desk can be lowered when a 
large conference is held. A 
television set in the office 
is controlled by desk switch 
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Patrick Gorman is secretary- 
treasurer of the same union 
that Mr. Jimerson heads. Mr. 
Gorman's office has special 
desk that has more than 35 
different sliding drawers, 
files, and functional con- 
veniences, plus remote tuner 
for television set. Office was 
designed by Henry Glass 


Top executive offices are sometimes designed more for the 


impression they will make than for the work to be done in 
them. Pictured on these pages are offices that make a good 
impression, but which also fit particular needs of executives 


Another union, this one in 
Detroit, has a new office 
building. Brotherhood of 
Maintenance of Way Em- 
ployes has an arrangement 
which makes for efficiency. 
Picture shows the office of 
President Carroll. The desk, 
a Carlton-Surrey model, has’ 
matching curved cabinets 
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When the Wrong Person Drives 
A Company Car 


Has your company insurance which covers its automobiles 


when put to personal use by salesmen on weekends? If a 


salesman's wife drove the car and had an accident, would 


there be coverage? Here are some factors that must be con- 


sidered when your company furnishes cars for employees 


By Tower Belt 


HE branch manager of a cet 

tain company was furnished an 
automobile for business purposes 
which he was permitted to use for 
personal trips. He was instructed 
to authorize no other person to 
use the car. But he permitted his 
son, a laborer at a branch plant 
to drive the car to his uncle's. 
While on the way, he had an ac- 
cident. The corporation's Auto- 
mobile Liability insurance carrier 
refused to defend the suit or pay 
any judgment, on the basis that 
the son did not have the permis- 
sion of the named insured (the 
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corporation) to use the car. The 
courts agreed with the insurance 
company. 

It is well to point out that per- 
haps no other tort liability of the 
form that we are considering in 
these articles has received so 
much of the respective State 
Legislatures’ attention as motor 
vehicle liability. These legislative 
acts, plus court decisions, often 
create different situations in dif- 
ferent states, and it is therefore 
quite difficult to make general 
statements without exception in 
certain of our states. 


The popular conception of Auto- 
mobile Liability insurance is that 
the car is insured, regardless of 
who is operating it, and that the 
claimant or claimants are entitled 
to collect for injuries sustained. 
This is far from being a correct 
statement of the facts in a num- 
ber of states. 

Basically, an Automobile Lia- 
bility policy insures a_ certain 
person, or persons, only with re- 
spect to specifically described 
motor vehicles. Under certain sets 
of facts coverage may be extended 
to other individuals, and on the 
other hand, coverage may be ex- 
tended to include the occasional 
use of other vehicles for named 
individuals. 

The following additional cases 
will illustrate situations in which 
coverage was not afforded by the 
contract: 

A salesman was given a car to 
use for business purposes, but 
there was no understanding be- 
tween the employer and his sales- 
man that the employer agreed to 
the salesman’s use of the car after 
business hours or for personal rea- 
sons. It was decided that the in- 
surance did not cover an accident 
which occurred while the sales- 
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man was using the car one night 
on a personal errand. 

The wife of another company’s 
vice president owned an auto- 
mobile that was used by her hus- 
band in his sales work. Liability 
insurance was provided by a policy 
covering this and other motor 
vehicles owned by or used for the 
employer. Although the wife, as 
owner, had given another person 
permission to use the car for a 
personal errand, since she was not 
a named insured in the contract 
it was decided that her permis- 
sion did not extend cover to a third 
person in the accident which 
ensued. 

An employer gave an employee 
a company car to take home, 
wash, and return at a designated 
time. After washing the car, the 
employee decided to use it to visit 
a friend some 3 miles away. While 
on the unauthorized trip an ac- 
cident occurred. It has held that 
such use of the car was not au- 
thorized, and so the insurance 
cover did not apply. 

An employee of an advertising 
firm, who kept a maintenance truck 
in his private garage after hours 
for the purpose of answering re- 
pair calls, had used the truck for 
a personal errand that ended in 
an accident. The courts decided 
the insurance did not apply, since 
it was not established that the 
employee had permission to use 
the truck for personal errands. 

The question of actual permis- 
sion or implied permission is 
often a difficult one. Likewise, the 
question of a major or minor 
deviation from an authorized trip 
may be hard to determine. 

In an interesting case, the as- 
sistant manager of a retail store 
was authorized to drive to the 
next town for some merchandise. 
Returning, he made an incorrect 
turn and proceeded in the wrong 
direction while aware of his error. 
When traveling this extended 
route he collided with an object, 
injuring a person. The court de- 
cided that the deviation in route 
was a major one and beyond the 
insurance cover. 

One night a truck driver, who 
had been permitted to drive a 
truck home for dinner, took a dif- 
ferent route to find his buddy a 
girl companion; and while eh 
route, an accident occurred. This 
trip was held to be not within the 
permission granted, and therefore 
not within the insurance. 

It is common practice for of- 
ficers of corporations, salesmen, 
servicemen, and other individuals 
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to be given cars for business pur- 
poses and, in many cases, for 
personal use. In some cases, corpo- 
rate boards of directors pass reso- 
lutions authorizing such use of 
company-owned cars by officers 
thereby eliminating any question 
of actual permission. This per- 
mission, however, could very 
likely not include the individual's 
wife or children of driving age 
Endorsements are available, some- 
times at slight additional pre 
mium, to extend insurance cover- 
age for these people 

In another situation, the pri- 
mary automobile coverage may 


Tower Belt is a partner in the firm 
of Belt and Ricker, insurance coun 
selors in Chicago. He has a legal 
and engineering background, but has 
been associated with insurance work 
since he was in high school in 1918 
His firm sells no insurance, but pro- 
vides insurance counseling services 


apply to the husband, his wife 
and their children. However, this 
insurance might cover only the 
husband or wife should he or she 
drive some automobile not owned 
by them or members of thei! 
household. It is easy to imagine 
your son or daughter driving an 
automobile belonging to a friend's 
parents, without getting their 
permission. Should an accident oc- 
cur under these circumstances 
the child might be faced with a 
substantial judgment and be with- 
out insurance protection 
Automobile Liability protection 
is divided into three classifica 
tions: Owned vehicles, non-owned 
vehicles, and hired vehicles 


Cars owned by business enter- 
prises would naturally come under 
the owned-vehicle classification 

The non-owned vehicle classifi- 
cation applies to cars owned and 
used by employees or others in 
their work. These policies may 
quite infrequent use to 
regular use of cars by salesmen o1 
service personnel 

The hired vehicles classification 
includes those used by private or 
public trucking firms in transpor- 
tation services on a per diem, o1 
some other unit, basis where the 
operators are not usually em- 
ployed by the enterprise. Another 
example would be the “U-Drive 
It" vehicles 

It is important that non-owner 
ship covers be included should 
there be any reasonable possibility 
of an exposure. In many cases, the 
business concern would ultimately 
escape liability on the basis that 
the firm operating the vehicles was 
an independent contractor. How- 
ever, the question of such inde- 
pendent contractor relationship 
becomes very narrow, so the 
prudent manager usually provides 
the insurance cover—particularly 
in view of the reasonable charge 
usually made for such protection 
The expense of defending such a 
claim might be significant. 

A few examples of the principle 
involved should be helpful. 

A salesman employed on a 
weekly basis by a packing com- 
pany, was told each week by the 
sales manager what his duties 
would be the following week. He 
also reported to him the use of the 
car and the mileage involved. His 
employer was held liable for an 
accident occurring under such 
circumstances. 

A representative of an oil com- 
pany worked on a _ commission 
basis and used his own truck to 
make deliveries; but he was held 
to be an employee and his com- 
pany liable for his negligence 

However, a food salesman who 
was employed on a commission 
basis and furnished his own car 
in a sales territory with little re- 
strictions, was held to be an inde- 
pendent contractor and his firm 
was not responsible for his act 

Likewise, a hardware salesman 
used his own car in a certain ter- 
ritory but was left free to make 
calls as he saw fit. The court de 
cided that he was an independent 
contractor 

A furniture salesman worked on 
a commission basis working hours 
convenient to himself and so was 
held an independent contractor 


cover 
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Are Your Business Forms 
Too Expensive? 


USINESS forms may be great 

ly improved if they are put to 
a severe test before actually being 
printed. One test is to ask ques- 
tions about the planned form so 
that every angle is covered. The 
first 25 questions in this series 
have already appeared. 


26. Are the quality, size, and grain 
of paper correct? 

The quality of paper used in a 
form should be in relation to its 
use. A stock certificate has to be 
reproduced on a 100 per cent rag 
paper, so that it will not discolor 
or disintegrate; while a scratch 
pad, or move ticket, which may 
have only a one-time use and is 
not required for future reference, 
can be printed inexpensive 
paper. Actual experience, and the 
advice of a printer, can readily 
solve the problem. 

The grain of the paper, which 
is the direction of the fiber, is 
very often overlooked when order- 
ing printed forms. This is impor- 
tant when folding is one of the 
major factors in the use of the 
form, Ledger cards, which stand 
up in trays, must have the grain 
vertical to avoid buckling. 


27. Would colored paper speed dis- 
tribution, sorting, and filing of 
this form? 

A definite color scheme for the 
distribution of multiple copies of 

a set of forms is very desirable. 
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This third and final article of a series 
explains the remaining points that must 
be carefully considered before there can 
be successful control of forms 


By Richard Neumaier 


The color itself identifies its dis- snap-out or continuous form sets, 

tribution, as the blue copies may so that they in turn will conform 

be assigned to the sales depart- to our general distribution. This 

ment, the yellow copies to central will assure faster and more ac- 

files, etc. Should a copy become curate distribution, sorting, and 

misdirected or misfiled, it will be filing. 

immediately evident. This color 

scheme should be built into all 28. Is the color of ink correct? 

Generally, forms are printed in 

black ink, mainly because black 
ink is cheaper, and eliminates 
washing of the printing press for 
another color. However, there is 
nothing harder on the eyes or 
more difficult to use than a ruled 
form printed in black ink. Ac- 
counting forms are usually pen- 
ruled in any of a number of 
shades of blue, green, or brown, 
with an occasional red line, and 
are therefore easy on the eyes. It 
is definitely worth while to spend 
a few cents extra and have forms 
printed in either green, blue, or 
brown ink. The information en- 
tered on the form should stand 
out. The form only serves as a 
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background for its uniform use 
while the information thereon 
contains the vital factors. 

It should also be pointed out 
that a tinted paper, easy on the 
eyes, is of definite value, since the 
reduction of glare makes it pos- 
sible to use a greater intensity of 
light and so increase the contrast 
and legibility of the entries on the 
form. 


29. Are the type face and size of 
printing chosen for legibility? 
If the size of the type used in 
the printed matter is too large, 
not enough light is reflected from 
the background paper, thus reduc- 
ing the legibility. Find a happy 
medium, when using large type 
for emphasis, to retain necessary 
reflecting background. 


Choose a simple, easy-to-read 
type face for the body copy, set 
in caps and lower case. Here, too, 
your printer will be able to sug- 
gest the right type. 


30. Are punching, perforating, scor- 
ing, and padding correct? 


When ordering forms, the bind- 
ery operations should be specified 
correctly, to provide the easiest 
method of using the form. Stipu- 
late the size and type of holes 
to be punched, as well as the exact 
distance between the holes measur- 
ing from center to center. Forms 
may be perforated by either a pin- 
hole, slotted, printed, or die-cut 
perforation. 

Scoring is an indentation on a 
paper to facilitate folding. The 
printer should be told its purpose, 
so that he can make the correct 
scoring for forward or backward 
bending of the paper. 

Padding is an economical way 
to distribute small quantities of 
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forms. It keeps the papers clean 
and in orderly fashion, both in 
drawers and on the desk, and 
speeds the inserting of carbon 
papers. Padding also definitely re 
duces paper waste. 


31. Should special timesaving forms 
be used? 


Snap-out forms, ready for im- 
mediate use, come assembled with 
all necessary copies collated, inter 
leaved with carbon, and bound to- 
gether at the top by a perforated 
stub. Removing the snap-out stub 
also removes the carbon, separat- 
ing the copies for distribution 
This type of form also comes 
with a double stub, to permit re- 
moval of certain copies without 
disconnecting others for further 
processing. Continuous snap-out 
forms have perforated snap-out 
side margins to permit continuous 
feeding through a typewriter or 
bookkeeping machine. 

Marginal punched forms for pin 
feed attachment on typewriters 
bookkeeping, and tabulating ma- 
chines, come in single and multi 
ple carbon-interleaved combina- 
tions. The pin-feed arrangement 
measures the forms to a predeter- 
mined position, and keeps forms 
in constant alignment. 

Continuous forms with carbon 
interleaved are a variation of the 
marginal punched form, eliminat- 
ing the pin-feed. Continuous forms 
are also manufactured with a 
special carbon unit feed, usually 
less costly than the continuous 
carbon-interleaved forms. 

Fanfold forms may be manu- 
factured with or without carbon, 
those without carbon requiring 
special typewriter attachments for 
the carbon feed. These forms vary 
from continuous forms only in that 


they are made in an accordion - 


style, with one sheet of paper 
which is folded back and forth to 
provide multiple copies of an 
original. While fanfold forms are 
made out of one sheet of paper, 
which has to be torn apart, it is 


still possible to have different 
colored copies. 
There are other  timesaving 


groupings, such as combining long 
and short copies, so that only 
part of the information is repeated 
from one rheet to another. The 
use of spot-arbon on the back of 
forms permits partial copying of 
information from one sheet onto 
another, and striped carbon elimi- 
nates and deletes copy from pre- 
determined areas as will die-cut 
carbon. 


32. is the quantity correct and 


economical? 


The method of printing and 
availability of material are decid- 
ing factors in this consideration. 
For short-lived forms, it is often 
not wise to buy more than 6 
months’ supply if the forms can be 
reordered in a short time. Where 
delivery is slow, larger supplies 
may be necessary, to insure suf- 
ficient stock on hand until a re- 
order can be expected. The larger 
the printing order, the lower the 
price per unit. However, storage 
facilities and obsolescence must be 
considered. 

The enumerated factors for 
checking a form, and their ex 
planation, serve only as an outline 
and a guide for anybody inter 


ested in forms control. Thorough 
understanding and constant ap 
plication of these fundamentals 


should accomplish more than the 
haphazard method of each indi- 
vidual designing the forms he uses 
and evaluating their worth. Forms 
control is one of the few opera 
tions where definite savings can be 
accomplished, savings which can 
be measured and evaluated. Forms 
control pays for itself, by definitely 
reducing clerical overhead 


See Forms Checklist on page 54 


Richard Neumaier analyzed his first 
business form 21 years ago. A con- 
sultant in office procedures, he is on 
the staff of the Round Table for Work 
Simplification at New York University 


and guest lecturer at University of 
Pennsylvania. His most cherished ac- 
complishment is the start of a move- 
ment which led to the establishment 
of the now international Systems and 
Procedures Association of America 
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Remington Rand's new Chicago office building has four stories, with the first one below street level and used as a 
garage for salesmen’s automobiles. The street-level floor is a showroom for demonstrating the company's products 


More Office Space with New Desks 


il | different departments op- 
} 


erate under one roof at the new 
Chicago offices of Remington 
PT * Rand Inc. The offices are a huge 

showcase for company products. 
} The street-level floor is used to 
WA display products, and there are 
numerous demonstration and 
meeting rooms. Also on the first 
floor, but with a = different en- 

trance, is the Shaver Division. 

On the second floor are execu- 


tive and general offices. Salesmen 
use special desks by Rem Rand 
engineers. These pictures show 
highlights of the new offices. 


Meeting room (above) can be divided with partition. Central telephone room Desk top on three two-drawer filing 
(below) is on raised platform, giving operators view of the entire sales floor cabinets provides space for salesmen 


= 


One Tere Vorewrrrer at a secretary's desk 

cords for a number of dictating phones. We take 
any competent secretary and have her comfortably 
handling the dictation of three, six—even twenty 


people, if vou like—from the first dav on! Noth- 


ing equals for e-a-s-e of use—tor getting 


The Televoice System 


PeLevoice gets faster action—with great: 

lower cost. No obligation —just send coupor 
or clipped to your letterhead. Or phone your local 
Tuomas A. Epison representative for demonstration 


| 
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Read this eye-opening booklet! sion. tow 
‘ 
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| 
| 


Only Edison makes it! 


Q 


ates 


It's the answer to your secretary shortage! 


work out faster—-for low, low cost. The trend is to 
Tecevoicr, the new-ftashioned way 
° 

More than a thousand users a month are turning to Terevorwel! 

Names vou know include divisions of esso 
STANDARD OIL, UNITED STATES RUBBER, BALTIMORE & ONO, 
MASSACHUSETTS MUTUAL Lire, ete They re enjoying new-tash- 
ioned dictation —at an average cost of SIAL per dictator served! 
Take « moment to get the whole story of Trexevonwe 


Ohay send me a LINE ON TELEVons 


Nam 


sé it Compan. 


filled in 


Addres 


City Zone State 
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This class of Washington University seniors is studying under executives at Ralston Purina. The three men in background 
are Professor J. Harry Wood of the university, and J. D. Sykes and R. E. Rowland of the Ralston Purina Company 


Company Officers Conduct 


University Classes 


Ralston Purina executives have turned professors and are 


teaching a class of seniors at Washington University. The 


students are learning actual business practices, and they 


have already visited company offices for a first-hand view 


HAT 
usually successful plan of co- 
operation between a school and a 
business is far enough along at 
St. Louis to be worth study by 
schools and businesses everywhere. 
At the instigation of J. Harry 
Wood, professor of management, 
School of Business and Public Ad- 
ministration, Washington Univer- 
sity, St. Louis, Mo., the major 
executives of Ralston Purina Co 
are conducting a series of care- 
fully planned lectures for a class 
of about 78 seniors at Washington 
University. 
Of course there is nothing new 


seems to be un- 


about businessmen lecturing to 
students at universities. But there 
are several phases of this program 
which are believed to be new. 
First, the program was care- 
fully planned for a specific pur- 
pose: To show a corporation in 
action—-to demonstrate business 
principles as they are put into 
action, not as mere theory. 
Second, the top men in a large 
corporation were all briefed and 
told how to prepare the lectures 
by the company’s own top man- 
agement. A committee of three, 
including J. D. Sykes, vice presi- 
dent in charge of public relations; 


Roland M. Bethke, Ph.D., vice 
president in charge of research 
and production control; and Gor- 
don Philpott, vice president in 
charge of advertising formed a 
committee to plan the program, 
taking special care that the vari- 
ous executives did not duplicate 
the information given to the 
students. 

Part of the program included a 
trip through the company’s plant 
and home offices at St. Louis, and 
a bus ride and visit to the com- 
pany’s big research farm at Grey 
Summit, Mo. 

Lectures, begun on February 4, 
will continue—one each week- 
until May 27 when Donald Dan- 
forth, president of Ralston Purina, 
sums up the entire course of lec- 
tures with a talk on “The Presi- 
dent's Point of View.” 

Up to now, both the executives 
of the university and top manage- 
ment at Ralston are pleased with 
the results. The planning and 
scheduling of these talks has 
brought informative, practical, 
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She’s touching bottom .---in efficiency 


4 separate forms that wasted time 


This Moore Speedifold form speeds work 


A diver’s helmet wouldn't hamper her 
any more than the slipshod system the 
whole office had to live with. Efficiency 
was lacking, work was delayed, de- 
liveries fell behind. This showed up in 
Company earnings because the cost of 
doing business was kept high. 

Things improved after a Moore man 
looked at 4 separate forms that slowed 
operations. In their place he designed a 


4-part Moore Continuous Speedifold 
form that combines—in one typing — 
invoice, shipping memo, packing slip, 
label and delivery receipt. It saves 3 
typings, speeds work, keeps cost down. 


Want top efficiency? Call in the 
Moore man. He offers you the widest 
range of forms. He knows how to de- 
sign the right business form for every 
form of business. 


MOORE FORMS, INC. 


Niagara Falls, N.Y.; Denton, Tex.; Emeryville, Calif 


Sates Boots tor Continuous interieeved Continuous 
Every Business Operation Typewriter forms Register Forms 


Over 300 offices and factories across U.S. and Canada 


antotd Belting Speedmets tor fast Margmnal Punched 
Machine forms Carbon Latractior Busness Machine forms 


after / 


realistic messages to the students, 
showing them how a large cor- 
poration really operates. In the 
S. past, too many businessmen lec- 
ederal pecia ‘ a turing to students have failed to 
F Ss lizes ~ : plan their talks carefully, or have 
ee eG taken too much time talking about 
high taxes, free enterprise, the 
in COMPLEX a American way, and similar sub- 
# jects rather hackneyed even to 
college students. 
Business Forms From the standpoint of Ralston 
Purina, these lectures have 
; caused a group of top men to take 
including % ee time out for a healthful examina- 
tion, analysis, and description of 
their own duties and functions. 
Some of them, it is reported, have 
inaugurated improvements in their 
departments as a result of the 
analyses incident to preparing the 
talk. 

“Would Ralston’ repeat this 
project?” we asked J. D. Sykes, 
vice president. “It is too early to 
answer. We may not be invited to 
repeat it. It is a part of a long- 
es =f range program of participation in 

educational activities, and while 
Carbon-Interleaved we are pleased with the results so 

far, we do not want to say whether 
i we would repeat the lectures or 

Ralston works closely with vari- 
ous groups of educators and other 
executives in charge of public im- 
provement enterprises, such as 
4 Future Farmers, several agricul- 
solve your business problems. tural schools, the farm press, 

‘ i Vo-Ag teachers, and others. The 
Washington University project is 
interleaved sets of all sizes and i — i 5 only one of a number of such 
combinations of sizes. And because F adi projects, part of the company’s 
broad policy of exerting every ef- 
fort to spread improved informa- 


Federal designs and prints forms to 


We specialize in complicated carbon- 


we use only the fastest, most modern 


machines available, you can depend tenia tt es. tion concerning the feeding of 
animals. 

Here follows a list of lectures 

and prompt delivery. Federal prices ; a with the names of the executives 


on us for finer precision-printing — 


are attractive. Why not have us participating: 
February 4 and 5--Monday 
quete en your next job? | afternoon at 2 p.m., class as- 
sembles at Ralston Purina Co. for 
tour of research laboratories and 
mill; also dinner and entertain- 
FREE FORMS FOLDER — Federal Business Products, Ine. ment at our main office. 

DEPT. A Tuesday, busses will pick up the 
90 Gold Street, New York 38 entire class at Washington Uni- 
versity for trip to Research Farm 
at Grey Summit, Mo. Lunch will 
be provided at the farm and the 
wenn. - — group will return to Washington 

ADDRESS a University at 5 p.m. 
~ February 12—-Company organi- 
—— zation; Lewis B. Stuart, vice presi- 


Send me your free illustrated folder, “Short Cuts in 
Business Forms” 


CITY. 
dent and secretary. 


Brief history; location of plant, 


FEDERAL stores, etc. Management organiza- 


PRINTERS OF BUSINESS FORMS SINCE 1926 tion, flow of authority and control. 
° February 19—Products of the 
business Prowucrs sme 90 GOLD ST, NEW YORK 38 * CO 7-8850 company, chow division; R. E. 
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Yes, stop at a section of your ofhice where typists are 


Remington Rand, Room 2049, 315 Fourth Avenue, New York 10, New York 
Please send me a FREE copy of “ Typing Perfection With Quiet” RN 8435 


Name 


Address 


City 


— 


working at close quarters and listen to the nerve-wracking 
clack and clatter. Amazing, isn’t it? But, not half 

as amazing as how simple it is to eliminate this racket at its 
very source ... with Remington Noiseless Typewriters. 


And what a difference they make! The freedom from typing 
clatter has an immediate marked effect on employee 

morale. . . allows greater concentration on work ... results 

in a marked increase in typing accuracy and efficiency. 

Mail the coupon today for free literature. 


THE FIRST NAME IN TYPEWRITERS 


ity 
N 
ty 
- 
¥ y 
“we 
_ Remington 
Noiseless 
Remington. 
April 1952 29 


... handsome IS, 
and handsome DOES! 


Twisting the old adage serves G/W Techni- 
plan very well indeed — for this modern 
functional equipment has the smart, stream- 
lined appearance that is requisite in the 
truly efficient office 

ITS PERFORMANCE is likewise streamlined, 
placing each worker in a comfortable, time- 
work facilities within easy 
4-turn work station 
eliminates half the usual motions 


saving position 


reacl The screntific 


THE TECHNIPLAN office looks orderly because 
it iy orderly, delivering daily savings of 
space, time and money. Space savings range 


from IS? to 434 


INTERLOCKING — interchangeable standard 
units offer any desired combination of work 
t ind work facilities — individually 
And Techniplan equipment is 

carranged for expansion or chang 


sithout sper ial tools or skill 


WARM GRAINS Of tiatural walnut enrich the 
frank of Tec hniplan design—true 
from: Conmsumimate yvood 


clistunet resulting 


taste or iftsmanship 


GET THE FACTS — se the convenient check list 
TECHNIPLAN anid) 4000 other ways to better 
business orgimate with Globe-Wernicke, are 

dependable G/W 


sold anid sceTV Iced by 
phone books 


dealers, listed in’ classified 


under “Office Equipment.” 


Engineering Specialists in 
Office Equipment. Systems 
and Visible Records 


Extension of the same arrangement 
pictured above. 


Series of seporote office creas, 
each with standard partitions for 
desired privacy 


CHECK this LIST for 
wanted information— 
promptly furnished : 

[) TECHNIPLAN Facts 

Modern Filing Methods 


Visible Record Facts 


Special BIG Papers System 
3-AB 


Check above, attach 
to your letterhead— 
and MAIL—TODAY! 


Cincinnati 12, 


Rowland, vice president in charge 
of production and research. 

Deciding on the product, pack- 
aging, planning, procurement of 
material, forecasting, organiza- 
tion of the division, integration 
with other company activities. 

February 26—Products of the 
company, cereal division; Joseph 
E. Getlin, manager, selling and 
promotion division, cereal depart- 
ment. 

Deciding on the product, pack- 
aging, planning, procurement of 
material, forecasting, organization 
of the division, integration with 
other activities of the company. 

March 4—Production, manufac- 
turing; David L. Grant, vice presi- 
dent in charge of chow produc- 
tion. 

Types of plants, location, pro- 
duction policy, production organi- 
zation, production technique. 

March 11-—-Production schedul- 
ing and quality control; C. Al 
Tolin, manager, central division of 
the production department; and 
Claude L. Welch, manager, prod- 
ucts control department. 

Production planning, company 
policy on service affecting produc- 
tion, planning the day's run in 
advance, communications for get- 
ting planned production scheduled 
into operation, production control, 
factors in stabilizing employment 
and leveling production, all-over 
supervision control of production, 
need for quality control, aims, 
Purina seven-point program of 
quality control, organization, con- 
sumer complaints, the tools of 
quality control. 

March 18—Purchasing; Eldred 
A. Cayce, vice president in charge 
of purchasing. 

The buyer, importance of buy- 
ing in our type of business, buy- 
ing organization, how buying is 
coordinated, things considered be- 
fore we purchase an ingredient, 
inventory protection, forward 
sales protection, hedging. 

March 25-——Advertising and 
sales promotion; Gordon Philpott, 
vice president in charge of adver- 
tising. 

Organization, responsibilities 
planning and creative procedure 
advertising agency contacts 
checking results. 

April 1—-The sales department: 
Louis C. Stevenson, vice president 
in charge of sales. 

What we have to sell, the 
people we are trying to serve, re- 
sponsibility of the chow sales de- 
partment, how that responsibility 
is broken down, how the organiza- 
tion functions, miscellaneous. 
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To bring this bit of steel wire from the iron mines to your desk required 6577* 
paper forms; 37 per cent of industry's time is spent in paperwork, analysts say. Probably 
much the same is true in your business. Still, there is a tendency to hunt io the ' 
factory for economies and speed-ups, letting paperwork “just grow’ —overlooking a 
tremendous opportunity to make payroll and plant investment far more productive. 


paper work... 


Paperwork can be a clogging, costly thing—or with DITTO One-Writing : 
Systems it can be a production tool which cuts out expensive delay 

and error, releases employees for creative work, coordinates and speeds 

action throughout your entire operation. 


In these days of defense pressure and ty 
heavy paperwork, large companies and MN 
small declare that their DITTO systems, 
machines and supplies are more than 

ever essential for their peak efficiency. 
Today's greatest economies and betterments 
are to be found in paperwork. 


Ask for specific data showing how the 
DITTO Payroll, Production, Order-Billing, 
Purchasing and other systems definitely 
streamline your paperwork and bring 
benefits all down the line. No 

obligation, just write. 


The mew DITTO 0.45 
one of the DITTO 
Systems Machines 


DITTO, Incorporated, 2240 W. Harrison Street, Chicago 12, Illinois 
Serving You From 255 Cities in the United States and Canada 


* Estimated 
T M Ree U.S Pet of 
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Pitney-Bowes’ fast, low-cost 


Office Folding Machine 


... 80 simple in operation 
anybody can use it! 


A practical, efficient folding ma- 
chine for offices, this PB model can 
be used by anybody after a few min- 
utes instruction... avoids peak pe- 
riod delays and overtime, saves hours 
of manual folding, or the expense of 
having folding done outside . . . pays 
for itself quickly. 

Fully automatic, high speed .. . 
takes all routine forms from 3x3!) to 
11x24 inches... 
folds... will put two parallel folds in 
an &!>x11 inch letter size at 10,000 
per hour... Feeds and delivers from 


makes eight basic 


Measure first fold wanted on 
opper light euler, second fold on 


lower dark culer first fold 


Set dials for size of folds wanted 
setting pointer on light dial for 
dark dial for second 


THREE of the machine's 
eight basi folds 


the same end, saving operator effort 
and working space. 

Easily adjustable . . . handy dials 
set this folder for paper thickness 
and position of folds . . 
new job in a minute. Only 36 inches 
long, 18!', wide, 20', high, can be 
easily stored when not in use. 

Precision built by Pitney-Bowes, 


. ready for a 


world’s largest maker of postage 
meters, and backed by nation-wide 
service from 93 offices in U. S. and 
Canada. Call the nearest PB office for 


information or send coupon below. 


Material is fed and removed 
from the same end of compact 
machine, saves effort and space 


PITNEY-BOWES 


Leading makers of mailing machines... offices in 93 cities 


PITNEY-BOWES, Inc., 2129 Pacific St., Stamford, Conn 
Send free illustrated booklet on Folding Machine to: 


Name 
Firm 


Address 


April 15—-The retail store divi- 
sion; Harry A. Stein, manager, 
southern division of Check-R- 
Board Stores. 

General description, organiza- 
tion, operation, personnel, results, 
summary. 

April 22--Research and develop- 
ment; Roland M. Bethke, Ph.D., 
vice president in charge of chow 
research and production control. 

Purpose of and necessity of re- 
search in general, organization of 
company research facilities, rela- 
tion of research to other depart- 
ments. 

April 29 
E. R. Siler, 

Assets, 
budgeting. 

May Personnel relations; 
F. Wendell Huntington, vice presi- 
dent in charge of personnel; and 
A. W. Moise, director of personnel. 

Personnel administration, em- 
ployment, training, employee rela- 
tions aspects, wage administration, 
welfare plans, pensions. 

May 13-—-Industrial relations; 
F. Wendell Huntington, vice presi- 
dent in charge of personnel; and 
A. J. O'Brien, manager, produc- 
tion personnel. 

General introduction, industrial 
relations problems confronting a 
large organization, administration 
of labor relations, brief history of 
collective bargaining at Purina, 
present status or organization, 
contract negotiations, contract ad- 
ministration. 

May 20 Public relations; J. D. 
Sykes, vice president in charge of 
public relations. 

Consumer, dealer, public. 

May 27 —“The President's Point 
of View"; Donald Danforth, presi- 
dent. 


Finance and control; 
treasurer. 


liabilities, ownership, 


Calculator Has 
Competition 


DEALER for Monroe Calcu- 

lating Machine Co., Inc., has 
reported that his stiffest competi- 
tion comes from an arrangement 
of beads and wires. J. Yamamoto, 
Tokyo, says his competition is the 
abacus. Even though the abacus 
beat the modern calculator some 
years ago in a widely publicized 
test, .the American machine is 
gradually replacing the ancient 
model. It takes 20 to 30 years to 
become an expert. 
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“You ask me why | never make the 57087 


big difference 
in business forms, too ! 


(a difference in what they will accomplish for you) 


What is the difference between a Stand- 
ard Register form and a “bargain buy?” 
Often, both forms /ook the same. But 
one will give faultless, trouble-free 
machine operation and the other will 
cause exasperating delays. 

The difference is in Standard’s “un- 
seen specifications” of workmanship and 
accuracy. You can depend on top oper- 
ating efficiency in Kant-Slip Continuous 
Forms. 

You'll find a big difference, also, in 


the analysis and planning behind busi- 
ness forms — our techniques of Paper- 
work Simplification that assure you 
better-working papers. 

Standard Register's complete line of 
superior forms-feeding and handling de- 
vices enable you to simplify the entire 
process of producing written records. 
Let our Representative (consult your 
phone directory) demonstrate the dif- 
ference to you. The Standard Register 
Co., 604 Campbell St., Dayton 1, Ohio 


STANDARD REGISTER 
i? Business Forms and Utilizing Devices 


ORIGINATORS OF MARGINALLY-PUNCHED CONTINUOUS FORMS 
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PAPERWORK SIMPLIFICATION 
What happens when better business 
forms are scientifically applied. 


2 ra 
A Connecticut manufacturer using 
Form Flow Electric Registers and 
Kent-Slip Continuous Forms reduced 


clerical costs for one deportment by 


$13,000 onnvally.* 


= 


The trust department of oa large 
Chicogo bonk employs Kant-Slip 
continuous forms in o unique system 
of doily ledger posting on tabviat 
ing machine.” 


A New York television corporation 
increased the number of service 
occounts on their books from 7,000 
to 12,000. handied by 4 instead of 
the 7 girls needed previously. A 
71% increase in business with 40% 
less clerical help using a Standard 
Register Unit Zipset System!* 


Standard Registers Dual Feed 
applied to on eleciric typewriter 
enables one girl to write simultane 
ously and continuously invoices and 
journal sheets. The some billing 
operation formerly required two bil! 

ing mochines ond two operotors.* 
"Nome ond full story on request. 
Write Stondard Register 
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These girls receive the hundreds of telephone calls that come in every day, 
and they type the orders and drop them on the 5-foot-high conveyor in front 


The second belt carries orders to ‘Order Control’’ (above); then they go to 
warehouse, and back to the head pricer (below) who distributes to assistants 


A series of conveyor belts at 
new Smith, Kline & French 
offices in Philadelphia rush 
orders from one place to 
the next. Special orders are 
picked up by girl on tricycle 


IDED by a series of conveyor 

belts, only 40 people are re- 
quired to handle the hundreds of 
orders that daily flow into the of- 
fices of Smith, Kline & French, 
Inc., drug wholesaler at Phila- 
delphia, Pa. 

The company gives fast and ef- 
ficient service to its more than 
3,000 customers in 4 states. Many 
of the orders are placed over the 
telephone, and from the time the 
order is written until the final 
shipment is made, papers travel 
from place to place by conveyor 
belts. 

Orders are received by a battery 
of 16 girls, who immediately type 
the items on 2-part forms. As 
soon as the order is typed, it is 
placed on the conveyor in front 
of the two rows of girls. The first 
conveyor drops the order on a 
second conveyor at right angles to 
the first belt, and the order is car- 
ried to the order control depart- 
ment. Here credit is checked, back 
orders are added, and orders are 
separated into large and small 
groups. Small orders and manufac- 
turers agents’ orders are often 
held until additional orders make 
up a minimum freight shipment 
Back orders and other special 
orders are conveniently kept in a 
Multi-sort file. 

When bills of lading are re- 
quired, they are made up in the 
order control department, where 
labels for shipment are also 
printed. Addressograph plates are 
used for both operations. This de- 
partment facilitates the work of 
order filling by coding orders to 
show where the items are located 
in the warehouse. 
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ADD THE ASSETS 


that Hammermill Ledger brings to your business 


1. A non-glare finish saves eyestrain, speeds work, stands erasures and rewriting. 


2. A firm surface rules perfectly, provides clean printing on accurate forms. 

3. A splendid texture for typing and writing. (For machine posting there is the special 
finish identified by the watermark ‘‘Posting Finish.”’) 

4. Strength and durability assure fine appearance even after years of repeated handline. 


; : i¥ ADDS UP to a superior ledger paper that thousands of 
business firms have standardized on . .. one that’s been 


papers wherever you see making accountants’ work easier for more than ban rhe 
this shield on printer's 

37 years! j 


SEND COUPON FOR FREE SAMPLE BOOK! 


per Company 


iP 
Hammerm: Erie 6. Pa 


1467 East Lake 
Please send me FREE —the sample book of 
HAMMERMILL LEDGER 


LEDGER 


Position on, your business vad 
THE MAKERS OF HAMmERMILE Please attach to 
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IFFANY STANDS | 


FINEST QUALITY CONSTRUCTION 
GREATEST OPERATOR EFFICIENCY 
LOWEST ANNUAL COST 


These are office machine stands 
that are really built to do the job. 
The many unusual features in- 
clude the adjustable open top, 4" 
thick roll-formed, deburred edge, 
angle and channel steel construc- 
tion; drop leaf that attaches to 
either side in high or low 


positions. 


Tiffany Stands provide safe, sure 

foundations for all makes and 

all types of business machines. 
MODEL “S-BILLER” 


At better dealers everywhere 
Mustrated literature on request 


TAND 


POPLAR BLUFF, MISSOURI ann ar 


Forty-eight sections—1,150 pages—covering every detail of 
operating a sales department. It will provide the answers to 
your questions on sales 

policy and sales super- 

vision. Price $10.00, 

plus postage. 


THE DARTNELL CORPORATION 


od A Chicago 40, Illinois 


The order next goes to the 
warehouse below, carried there by 
vertical chute. While the mer- 
chandise is being packed, the 
papers are returned to the office 
by another vertical conveyor, com- 
prised of two facing belts which 
sandwich the papers in between. 
Papers are discharged to a third 
horizontal conveyor, which de- 
posits them before the head pricer, 
who distributes them among 12 
assistants. After pricing and ex- 
tending, the carbon copy invoice is 
sent to the shipping desk to go out 
with the shipment, while the 
original goes to another part of 
the office for entry in accounts 
receivable. 

This new system of handling 
orders replaced one that required 
pneumatic tubes. The conveyors, 
designed and installed by the 
Lamson Corporation, have elimi- 
nated many steps, much confu- 
sion, and made it possible to get 
out orders sooner than before. 

The conveyor system was _ in- 
stalled in Smith, Kline & French, 
Inc.'s new building, which has 
been occupied now for about a 
year. The office area was func- 
tionally located over the ware- 
house space so that orders must 
travel as little as possible between 
the two. Two Towveyor lines in 
the warehouse move carts and flat- 
bed trucks steadily through the 
shelf stock and warehouse section, 
past the special packing units 
where goods are packed and 
weighed for shipment, and finally 
out to the eighteen dock shipping 
platforms. 

The new building has a special 
waiting counter for druggists who 
stop by to get emergency pre- 
scription items. A tricycle is used 
to fill orders from the waiting 
counter, thus saving time and 
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Where write is wrong 


| IW the Paperwork Pirate's suggestion and 
profits suffer. He's wrong again when he says 
“write again.” 

The modern, time-saving way is to write once. 
Then. with time-tested Multigraph Methods. you 
ean duplicate handwritten, typewritten, or photo- 
graphic copy as many times as you please. Whether 
the quantity be 6, 60, or 60.000, each copy is a clean, 
clear, permanent original, You may have your copies 
in black and white or in colors... and the cost is so 
low you'll hardly believe it. 

Today, Multigraph Methods are taking on jobs 
never before done on a duplicating machine. You can 


Addressagraph-Multigraph | 


Production Machines for Business Records 


SERVING 
April 1952 


SMALL BUSINESS — BIG 


produce a complete business record from blank paper 
in one operation, Purchase orders, invoices, produc- 
tion records . . . hundreds of paperwork procedures 
can now benefit from mechanization. 

With Multigraph Methods you can do imprinting 
and identification, produce business forms, instruc. 
tion sheets, engineering drawings and catalogs. 
the 
Multigraph way. For full information, call the local 


You'll always be right if you write once... 


Multigraph office or write Addressograph-Multigraph 
Corporation, Cleveland 17, Ohio . . . Simplified 


Business Methods. 


A MCorp 


BUSINESS ~ EVERY BUSINESS 


q 
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Cut bookkeeping time in half 
WITH THIS HADLEY 


METHOD FOR 


ACCOUNTS PAYABLE 


For any size nea 


| 


Speed Writing Check and Remit- Voucher Record Carbon Strip individual Tickets 
Board with tance Advice, Produced Creates Dis- Give Unlimited 
Movable Rails Original Record Simultaneously tribution Tickets Distribution 


As the invoices are vouchered the invoice record is pro- 
duced simultaneously, Unlimited distribution is provided by 
the individual distribution uckets 
At the time of payment, completing the remittance advices 
creates the check record. The same unlimited distribution ts 
available for “immediate payment” checks 
All work is proved as completed... proving the journal 
proves all entries, including distribution 

@ Levels Peak Loads @ Gives Automatic Proof 

a Reduces Errors @ Cuts Cost 

Provides Unlimited Di You Write it Once and 

tribution are done with tt 


So sunple that anyone can learn this ume-saving Hadley 


method in only a few minutes 


Ask your accountant or mail coupon for illustrated folder } 


Cheries Hadley Compeny, Dept 
330 N. Les Angeles St, Les Angeles 12, Colif 
Please send me illustrated folder on the 


Eutablisthed 1909 Hadley “Write-it-Once’ Method for Ac 
counts payable 


Charles R. Hadley Company 


My name 
Manufacturers of Business Forms 
Firm name 
and Systems 


Address 
Othces in principal cies 


Consult your telephone directory City Zone Stare 


Proofreaders 
Screen Letters 


ETTERS are as representative 

of a company as its salable 
products and services. Often they 
are an organization's most im- 
portant contact with the general 
public. How to produce quality 
correspondence consistently is a 
problem for many businesses. The 
American Tobacco Co. solved this 
problem by routing letters through 
a proofreading division. Besides an 
improvement in correspondence. 
other benefits have been noticed 
during the 10 years the proof- 
readers have functioned-—a saving 
in translation costs and time in 
typing technical reports and re- 
typing letters. 

Ten college graduates, usually 
with English or journalism majors, 
make sure that the work of &5 
Stenographers is as perfect in ap- 
pearance and composition as pos- 
sible. They see that all letters 
conform in setup and appearance 
to the company’s correspondence 
policy. They read transcribed let- 
ters and form letters for errors in 
grammar, punctuation, and spell- 
ing. They edit for coherence. They 
check letters against a file to make 
sure that all information, such as 
addresses, dates, and references, 
contained in the letter is correct. 
When errors are found, corrected 
suggestions are submitted to the 
correspondents for approval on 
separate slips of paper. 

The proofreaders edit policies, 
audits, and technical reports be- 
fore the work is typed in final 
form. This procedure has eased 
the recording burden considerably 
for technical men who are often 
eager to get facts down on paper 
without regard to grammatical 
form. Most of the girls know 
French, Spanish, German, or 
Italian, and are thus able to handle 
the company’s translations which 
were formerly handled by an out- 
side service. The proofreaders also 
check stencils, statements, com- 
pany ymanuals, agreements, and 
similar work. 

The stenographic department 
headed by Martha L. McMahon, 
has four divisions—proofreading, 
stenographic, voice machine, and 
typing. The supervisors in charge 
of each division keep control 
sheets and distribute and expedite 
all work received in their respec- 
tive sections. 
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Everything to accelerate answers - and reduce costs! 


Accounting Machine 


ang Plate 
Bical, ©™Plete. 


Operating Speed! 
Sensimatc design permits 
the operator to work as fast 
as she chooses. Each key and 
motor bar has a uniform, 
scientifically correct pressure. 
Every control is within easy 
sight, easy reach 


Seosimatic 300 With 11 tormls 

atic 200 With 5 totals 
nsimatic 100 with 2 totals 
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When a Burroughs Sensimatic comes into your business, 
your accounting work steps up to the swift tempo of to- 
day's production pace. You get the facts that guide your 
operations on time all the time. You get more accounting 
done by fewer people . . . with fewer machines, less over- 
time, less expense. And you get all this at a surprisingly 
low cost! Find out about the Burroughs Sensimatic for your 
office . . . talk Sensimatic with your Burroughs man today. 
Burroughs Adding Machine Company, Detroit 32, Mich. 
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Which of these 
4 dangerous ideas 


do you have? 


(Any one of them could put you out of business) 


2. Think an old safe or any safe without 
the Underwriters’ Laboratories, Inc. label 
will guard your records against fire? More 


1. Think your accounts receivable wil! 
always be there? Risky idea! Fire leaves 
many a business with records in ashes... 


doors closed for good. likely, it will act as an incinerator in a fire. 


\ 


3. Think a fireproof building is sure-fire 4, Think your fire insurance would cover 
protection? Actually, such a building just every loss? Not unless you can prepare a 
walls.in a fire that starts in your office... proof-of-loss statement. Could you, without 
makes it even hotter! your records? 

Better face this fact squarely: |.) out of every 100 businesses that lose their 
records by fire never reopen! Don’t risk it. Find out how little it costs to pro- 


tect your business reecords—and your business future—with a modern 
MOSLER RECORD SAFE. It's the world’s best protection certified by the Under- 
writers’ Laboratories, Inc. 
IT'S MOSLER... IT'S SAFE 
osler Safe” 
/ / i? I 


Since 1848 


He 


World's larges wilders of safes an lt the Gold Storage 
Vaults at Ft. Anov and the famous bank vaults that with tomu 
Consult cla 
in vour city, 


Bomb at Hiroshima 


te directory for name of the Mosler dealer 

or mail coupon now for informative, free booklet 

Mosten Sarr Compasy Department Hamilton, Ohio 

the latest authentic information on how to protect 

depends 


Please send me free booklet giving 
the vital records on which my busine 
NAME POSITION 
FIRM NAME 

ADORESS 


city 
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Work is stamped by a time clock 
when it comes in and also when 
it leaves the department. This ar- 
rangement has stimulated prompt- 
ness. Letters are answered the day 
they are received. If this is not 
possible, a reply is given within 72 
hours, either in the form of a com- 
plete answer or an acknowledg- 
ment stating when the full reply 
may be expected. Overtime work 
is minimized too, because cor- 
respondents try to dictate most of 
their mail before 3 o'clock of the 
day it is to be transcribed and 
signed. Mail coming in after that 
time is dated for the following 
day. Requisitions accompany work 
sent to the stenographic depart- 
ment, allowing for specific instruc- 
tions in writing. Correspondents 
are reminded that letters must 
create a favorable impression 
that the company cannot afford to 
be misjudged by sending out let- 
ters having obvious errors. 

The stenographic department 
and the proofreading division have 
helped in the company’s training 
program. All new stenographers 
are trained for about a week be- 
fore they begin to take dictation. 
They are given copies of the 
correspondence policy, the depart- 
ment reference book, and _in- 
structed in the style to follow for 
regular and intracompany cor- 
respondence. All secretarial open- 
ings are filled by these trained 
stenographers. Ability and length 
of service are determining factors. 
The department also supplies sub- 
stitutes for all secretaries during 
illnesses and vacation periods. 

The stenographic department oc- 
cupies a large room, separated 
from other departments. Cross 
ventilation, acoustically treated 
ceilings, and fluorescent lighting 
contribute to comfortable working 
conditions. Tension is_ relieved 
through Muzak which plays con- 
tinuously through the day, run- 
ning for 13 minutes, then off for 
2 minutes. 

Other companies which have ex- 
plored the possibility of improved 
correspondence through direction, 
have found that in addition to the 
good will created by quality cor- 
respondence, considerable  quib- 
bling time is saved. Stenographers 
and correspondents, puzzled over 
the correct use of hyphens, the 
spelling of words, and correct 
grammar, often waste. time 
gathering in groups or running 
from one source of information to 
another trying to settle their ques- 
tions. In the case of The Ameri- 
can Tobacco Co., the proofreaders 
settle such questions quickly. This 
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How to keep production on the right track 


Weekly production conferences move 
full steam ahead when every man 
present has all the facts before him. 
You can have the facts—exact figures 
to replace guesses and hunches — if you 
put Keysort production control to work. 
Compiled in a weekly Work Load 
Summary, the notations on Keysort 
cards tell you at a glance what machine 
centers are falling behind, how much 
work is already scheduled for each ma- 
chine, which centers are delivering up 
to schedule, where production is over- 


Mo Bee 
295 Madison Ave 


April 1952 


THE McBEE COMPANY 


We Sole Manufacturer of Keysort — The Marginally Punched Card 
Ss a New York 17, N. Y. Offices in principal cities 
The McBee Company, Ltd., 11 Bermondsey Road, Toronto 13, Ont 


loaded or undersold, and other perti- 
nent data. 

With a McBee Work Load Summary, 

derivea from Keysort cards, you get 
concise facts like these every week 
@ There are 9.6 weeks’ production 
ahead of the plant. In general, things 
look good. 
OBut here's a_ bottleneck Work 
Center 290 has 15.2 weeks of work 
ahead. Investigate sub-contracting or 
possibility of a third shift. 


Name 


Position 
Firm 


Address 


@ Work Center 250 has only 4.3 weeks 
of work ahead. Better have Personnel 
transfer some of the skilled men to over- 
loaded departments. 

© Overall efficiency is low. Be sure to 
check Work Center 230 on next week's 
report 

@ Performance is improving, though 
Jackson rates a compliment. 

With facts like those, you know 
where you stand. You're never caught 
unawares. You can schedule production 
with informed decision. 

The McBee representative near you 
can quickly explain the Keysort method 
and the Work Load Summary. Ask him 
to drop in. Or mail the coupon below. 


MAIL THIS COUPON TODAY-------- -- 


THE McBEE COMPANY 
295 Madison Avenue, New York 17, New York 


Please send me details on 


McBee’s production control methods. 
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eee eee Sees eee problem was solved by another 


ee 1 company through the services of 

ARE YOU INTERESTED IN SAVING MONEY? 4 The coun- 

month, AMERICAN BUSINESS chews how other compenice cut their selor directs correspondence for 

ry | through better methods. New ideas are detailed and well illustrated so thet you cam adapt 1 the company’s plants and division 

: § offices through the use of monthly 

1 Mail thie coupon now so that pou can benefit from AMERICAN BLSINESS reports on the 

' latest management methods We'll send “ to your office of your home. bither enclose 67 for | bulletins. For 1 month each year 

2 years (24 issues) of @4 for | your (12 iseues), oF we can bill you later 1 he conducts an audit. Stenog- 

| AMERICAN BUSINESS MAGAZINE make green tissue copies 

of each letter written that month. 

The counselor red-pencils the tis- 

‘ i ! sues and returns them to the cor- 

: respondents with comments. 

Periodically, meetings are ar- 

ranged separately for  stenog- 

raphers and for the correspondents 

i) ' i at which time letters from irate 

@ ory zone STATE customers are reviewed and _ in- 

efficiently. 

But whether there is a crew of 

‘ proofreaders, a literary counselor, 


+ ALLY or some other person designated, 
Coun persistent efforts to produce favor- 
able letters helps train both cor- 
ill ts a respondent and stenographer. The 
Wi save results are better letters—-more at- 
tractive in appearance, improved 
in composition, intelligent, cour- 
teous, and brief. Who was it that 
asked for forgiveness for writing 
a long letter, because he did not 
have time to write a short one? 


Procter, Gamble 
Wins Award 


TABULATE 
MANAGEMENT audit of The 


— youR ORDERS 
| he DENOMINATOR WAY ani 


pany’s operations in the 1951 fiscal 
year,” according to an announce- 
ment by Jackson Martindell, presi- 
dent of the American Institute of 
tion requirements demand prompt, accurate and current figures for 

P 4 Pointing out that Procter & 

successful operation. Gamble had been accorded an 
Remember ... accurate order tabulations are easy when using a analysis rating of 9,425 points out 

modern DENOMINATOR. of a possible 10,000, the A.I.M. of- 

n ficial revealed that the firm had 
achieved a perfect score on 2 of 
the 10 factors employed in the ap- 
praisal--economic function and 
executive evaluation. More points 
; For detailed information write Dept. 4-AB. (2,400) are recorded for the latter 
“= than any other classification in the 
2) Institute’s yardstick for measur- 

£ lenominator Company, ing management excellence. As a 
result of these and other accom- 
26) NEW plishments, the Institute has 
: awarded Procter & Gamble its 
Certificate of Management Excel- 
lence for the years 1950 and 1951. 


t Don't rely on old-fashioned, inefficient and ¢ some thods to 
<> record customers’ daily phone and mail orders for your various prod- 
ucts. Keeping track of such important information is vital as produc- 


Made up in machines from one to 180 units to meet specific require- 
i ments, the DENOMINATOR counts, tabulates and records with accu- 
racy. One unit fits comfortably in the palm of your hand. 


Manufacturers of Tabulating Machines for over 35 years 
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‘SECTION. 


If this reminds you 


of your office, 


it’s time you saw 


the dealer who features 


Personnel turnover, morale and efficiency are usually directly in- 
fluenced by surroundings. Your Steelcase dealer is a specialist on 
office planning and layout. He not only will provide you with the 
last word in attractive, efficient office furniture, but he will develop 
for you a Steelcase engineered office plan to speed and simplify work 
flow, increase efficiency, boost morale. Steelcase units are engineered 
with standardized, interchangeable parts to give you the conven 
ence and flexibility that saves you time, space and money. And 
Steelcase furniture is beautiful in smart, modern colors, new metallic 
finishes and matching upholstery and tops. Why not consult your 
Steelcase dealer today and see how economically you can receive 
the benefits of a completely modernized office 


section of your telephone directory. 


STEELCASE 


For new ideas in office planning, write for ‘Tooling Up Your Office’’ Business Equipment 
METAL OFFICE FURNITURE COMPANY, Grand Rapids, Michigan 
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This Book 


12 Million Reports 


should be sold... A Year 


you can have it 
for nothing! 


UARCO'S ENCYCLOPEDIA 
OF BUSINESS FORMS 
FOR PURCHASING 


Every now and then business is 
offered a truly helpful book. This is one! 
It contains no advertising; only facts... 
thirty-eight pages about Purchasing 
Forms. Uarco breaks down your eight 
baste Purchasing Forms; Purchase Kequi- 
sition, Request for Quotation, Purchase 
Order, etc., and tells you 


© what the form is © why it is used ¢ who 
uses it © where it origi © distribution of 
copies © details of design .. . backing up 
each point with large, clear illustrations of 
the forms. 


This ts the first book of its type available 
anywhere. Its only purpose is to tell you 
what you should know about Purchasing 
Forms. And it does just that! 


Uarco Offers You This 
important Book Free 
Asa businessman, you will want to under- 
stand the function, design and use of your 
business forms if you are to buy them 
intelligently, use them efhciently. You owe 
it to yourself, to 
pin this coupon to your letterhead 
end mail for your tree copy, today! 


Factories Chicago 
Cleveland, Oakland 


Watseka, 
Representatives mall INCORPORATED 


ial 


Business Forms 


INCORPORATED 

Room 1621, 141 8. Jackson 

Chicago 4, 

Please send my copy of Uarco’s Facyclopedia 
oft Business Forms dealiog with Purchasing 
Forms 


ddd ress 
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Continued from page 9) 


hiring, he is governed by an Em- 
ployment Procedure Guide which 
tells in detail what sort of people 
the company wants, and how to 
proceed with every phase of hir- 
ing. Needless to say, one step in 
the process is to give the appli- 
cant's name to a Retail Credit in- 
spector for an employment selec- 
tion report. Branch managers send 
all papers on employment to At- 
lanta for “diagnosis.” Here the 
various steps are checked. A small 
percentage of the cases handled 
by branch managers are “irregu- 
lar,” which means that the papers 
go back for correction or addi- 
tional information, 

The plan of hiring is to get the 
qualification blank filled out while 
the applicant is still in the office. 
Next step is to administer per- 
sonnel and_ social intelligence 
tests, and more recently, social 
sensitivity tests. Then there is a 
discussion of company stability 
and background. At this point a 
booklet, “Answering Your Ques- 
tions,” is given to the applicant. 
School records are checked. Em- 
ployment reports are obtained. 
Steps are taken to make certain 
that the applicant's health record 
is clear. Following this, the appli- 
cant’s qualifications are checked 
against the job specifications to 
make sure that the applicant's 
history, background, experience, 
and temperament fit him for the 
job. At the final interview, appli- 
cant is encouraged to talk freely 
about his interests, his home life, 
current events, and his aspirations. 
If all points seem to indicate that 
he will be a desirable employee, he 
is hired, and all employment 
papers sent to the home office 
immediately. 

At headquarters a_ personnel 
folder is made out and all papers 
filed in it. Six months later there 
will be a progress report filed in 
this folder. A service record card 
is sent to the branch which hired 
the new employee, but all other 
records are maintained in Atlanta. 

As soon as the new employee 
goes to work, he begins to hear 
about the company's schools for 
employees. There are three types 
of schools, plus correspondence 


courses, administered from At- 
lanta. The managerial school and 
the developmental schools are 
conducted in 4-week sessions, all- 
day classes being held in the com- 
pany’s classroom at headquarters. 
Salaries and expenses are paid, 
and it is almost a sure sign that a 
man is marked for promotion 
when he is invited to attend one of 
these schools. The third school is 
the sales school--a 2-week session 
to develop candidates for the com- 
pany’s sales staff which consists of 
about 100 men. 

There are 4 or more of these 
schools held annually at Atlanta, 
the men attending in groups of 12. 
The course of instruction at the 
schools is purposely tough and re- 
quires each man’s very best ef- 
forts. At the beginning of each 
session, the men in attendance are 
told they will be expected to write 
a complete report on the 4-week 
session. 

The educational division at the 
home office, which is operated by 
M. B. Hanna, a former college 
professor, with the assistance of 
J. B. Mathis, also maintains a con- 
tinuous correspondence school for 
employees, on underwriting and 
all operating phases. 

In addition to the schools and 28 
different correspondence courses, 
the educational division has pre- 
pared 24 different service manuals 
which are under constant revision. 
These service manuals cover the 
different services the inspectors 
perform, and contain detailed in- 
structions on practically all types 
of work. There are 5 special cor- 
respondence courses for manage- 
rial men in the field. When each 
course is completed, the student 
receives a certificate announcing 
his “graduation.” But it is em- 
phasized that training is a con- 
tinuous process at Retail Credit. 

In the list of manuals available 
to employees, appear such titles 
as ‘Master Branch Office Manual,” 
“Manager's Operating Manual,” 
“Sales Manual,” and many others, 
so that virtually every job is 
covered. “Most important part of 
this work,” says Mr. Mathis, “is 
consistent revision and improve- 
ment on all manuals and training 
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American Oi] Company, New Orleans, La. Leopold Installation by J. D. LeBlanc, 


Distincti 
E000/ ottice furniture 


¢ ..- helps increase office efficiency 
and productivity 


DULUX FINISH Businessmen from coast to coast have discovered that Leopold 
Smooth, clear finish is office furniture helps increase office morale, reduce employee 
tough, durable . . . res 
turnover, boost office efficiency and productivity. These benefits, 


cigarette burns and liquids 
Poa which bespeak wise management, mean extra profits for you 


. Give your organization a “‘lift’ from top executive to 
, / stenographer with a beautiful, efficient, long lasting Leopold 
installation . .. a truly profitable investment. 


UTILITY SLIDE 


The Leopold dealer in your community is an experienced office 
Handy for over-the-desk 1 i i 
é y a ly > 
planning counselor. Call him today, for specific suggestions 
to order at low cost. profitable to you. If not known, please write us for his 


®, <a name and address. 


THE 


ADJUSTABLE HEIGHT 
BURLINGTON, IOWA 


Glides make it easy to adjust 
desk height from 29 to 30', 
inches. Ideal for uneven floors. 
MEMBER OF THE WOOD OFFICE FURNITURE INSTITUTE 
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BROWN INSTRUMENTS DIVISION of Minneapolis-Honeywell 
Saves 300 Hours Copying Time a Month 
Preparing Paper Masters by KEROGRAPHY 


Keeping price lists and other dota 
forms up to date on thousands of items; 
duplicating and distributing these forms 
quickly, is @ big chore in any plant 

Brown Instruments Division of Min 


Com 


pioneer and 


neapolis Honeywell Regulator 
pany, Philadelphia, Pa., 
leader in industrial instrumentation, 
solved its copying problem with KeroX 
Copying Equipment by making offset 
paper masters by xerography, the new, 


dry, electrostatic process 


As shown in photos below this elimi- 
nates retyping all the information not 
requiring correction in forms. No proof- 
reading is necessary. A few or a thou- 
sand copies can be made from one 
master 

According to E. Y. Kline, Manager of 
this operation, an average of two hours 
copying time per page is now saved by 
the xerography process. In addition, 
changed forms, such as price data 
sheets are speeded to salesmen and 


customers 


1 New price or data is Vari-Typed on 
* a slip of paper 


Operator makes offset poper master 
* of complete pasted up revised form 
by xerography in less thon 2 minutes 


MAIL THIS TODAY 


w 


THE HALOID COMPANY 
52-140 Haloid St., Rochester 3, N. Y 
Branch Offices in Principal Cities 


Vari-Typed new dota is pasted on 
* multilith copy, instead of original 


Offset paper master is placed on cyl- 


© inder of Multilith Duplicator and 
multiple copies start rolling off 


THE HALOID COMPANY 
52.140 Haloid St, Rochester 3, N. Y¥. 


| 

| 

! Please send information and case his- 
| tories showing how KeroX Copying Equip- 
| ment saves time and money making offset 
| paper masters for duplicating existing price 
| lists, internal forms, engineering drawings 
ete. 
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courses. A manual or training 
course is never completed to our 
full satisfaction.” 

The educational division also 
has charge of the company li- 
brary, consisting of 6,000 volumes, 
all available to any employee at 
headquarters or in the field. The 
suggestion system, dating back 
many years, is also operated in 
this department. More than 1,300 
suggestions are received annually 
one-third to one-fourth of which 
are adopted. 

In the personnel department 
there is a section which edits and 
publishes several company maga- 
zines. Inspection News, issued 11 
times a year, goes to customers 
and employees both. This publica- 
tion has two editions—-credit and 
insurance. Then there is Inspec- 
tion Service, which is mailed to 
life insurance agents throughout 
the country. Another company 
publication is The Roundtable. 
strictly an employee magazine. 

Employee benefit plans are ad- 
ministered by the personnel de- 
partment. It recently estimated 
that the many fringe benefits pro- 
vided by these plans amount to 
approximately 10 per cent of the 
company’s total payroll. 

Here, then, is a brief, and not 
wholly complete, picture of the 
Retail Credit Company's services 
and its employee relations poli- 
cies. In the next issue we will re- 
port on the company’s operating, 


financial, budgeting, and other 
management policies. 
Booklet Goes 
To Colleges 
ATIONAL drug, liquor, and 


chemical wholesaler McKesson 
& Robbins, Inc., has_ prepared 
a new booklet to attract prospec- 
tive employees. The _ two-color 
booklet is being distributed to col- 
leges as part of the company’s 
recruitment program. 

There are five parts to the 
brochure: (1) Introductory state- 
ment; (2) section about company 
policies; (3) description of job re- 
quirements; (4) outline of com- 
pany’s selection-training program; 
and (5) description of educational 
courses in wholesaling. 

With this booklet, McKesson 
hopes to attract a number of 
bright young college graduates. 
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Comptometer 


One machine that gives you the advantages of two! 


Designed to be ‘‘split” in two—so your operator can calculate problems 
on one side—and accumulate results on the other! And yet it converts 
instantly into a full-keyboard Comptometer Adding-Calculating Machine. 


The only 2-in-1 machine with 
these exclusive features: 


TWO INDEPENDENT KEYBOARDS! 
—the new Dual-Action Comptometer 
can be split at any point into two 
completely independent registers! 


TWO SEPARATE ANSWER REGISTERS! 
—sub-totals can be cleared from the 
right half of the machine without — | 
disturbing accumulated totals at left! Now available in 
electric and 
PLUS non-electric models. 
—3-way Error Control— 
Direct Action—Floating Touch 
TWO CANCELING LEVERS! —Giant Answer Numerals— 
—one for each register! both answer dials at same eye level. 


If you'd like a FREE copy of th new Dual-Action Comptometer booklet, 
fill out the coupon below and mail to Felt & Tarrant Mig Co, 
1717 WN. Paulina Street, Chicago 22, Iinots. 
Name 
PAT. OFF. fm Nome 
ADDING-CALCULATING MACHINES 
(electric and non-electric models) Address 
Made only by Felt & Tarrant Mtg Co. and sold exclusively by its Comptometer 
Division, 1717 N. Paulina Street, Chicago 22, IMinois. Offices in all principal cities FELT © Tameane City 
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aluminum 
chairs 


SPEND AND SAVE 


Do you know that on the basis 
of a ten year amortization you 
spend less than 3 cents per 
working day for the average 
FINE-REST chair? 


Because FINE-REST chairs 
provide scientific functional 
seating, the efficiency and 
accuracy of the employees 
show a considerable increase. 
You actually save many times 
the modest cost. 


You save more when you buy 
the best—-you save more 
when you buy FINE-REST. 


Write for free descriptive lit- 
erature and for the name 
of your nearest FINE-REST 
dealer. 


ALUMINUM SEATING 


17 CHERRY STREET 
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Monsanto’s Plan for Executives 


Coutinued from page 11 


definite program, personality 
characteristics which are some- 
what less than desirable might 
never be corrected, except through 
the long and, at times, painful 
and costly experience of the in- 
dividual. But when an undesirable 
characteristic has been detected, 
described, and put down on paper, 
it is often possible to improve the 
person fairly soon. On-the-job 
coaching by an experienced execu- 
tive at times almost seems to work 
wonders. But these wonders would 
occur much less frequently with- 
out the planned program. 

Mr. Bernhardt emphasizes that 
the company is fully aware that 
every participant in the develop- 
ment program is a human being, 
and as such has certain human 
frailties which cannot cor- 
rected. In coaching, executives are 
warned against “harping” on de- 
fects which a man may never be 
able to correct, no matter how 
hard he tries. The program does 
not attempt the impossible, nor 
does it try to make a man over. It 
simply aims to build on a man's 
most desirable characteristics, to 
correct certain faults, and to in- 
sure his getting a_ well-rounded 
experience. 

Monsanto executives are warned, 
“Do not expect immediate results. 
Executive development is a long- 
term process."" Who is_ selected, 
who participating—all such 
records are kept confidential. De- 
tailed record cards showing each 
person's age, experience, his readi- 
ness for promotion, and his de- 
ficiencies are kept in the presi- 
dent's office. Only one or two other 
executives have access to these 
records. 

There is a replacement schedule 
for every department in Monsanto. 
This schedule shows the name and 
age of the man in each job. It 
also shows: 


Present effectiveness; whether ex- 
cellent, above adequate, ade- 
quate, or less than adequate. It 
also shows the probable replace- 
ments for each job; whether they 
are ready now, not quite ready, 
far from ready, or no immediate 
replacement available. 


Many factors may hold a man 
back from advancement, Monsanto 
has found. He may have many de- 


sirable characteristics, he may be 
skilled in certain work and have 
an almost unlimited future with 
the company, if—and this is a big 
“IF"—one or undesirable 
characteristics, or certain deficien- 
cies in experience or education, 
can be corrected. Here comes the 
valuable part of Monsanto's pro- 
gram, it would seem. Without a 
program, it is only human for the 
top men in an organization to 
neglect the well, call it “repair” 
work which must be done in every 
organization. 

Let us look at a few cases which 
may be typical. Mr. “A” is a bril- 
liant engineer. But he is a lone 
wolf. He thinks his work is all- 
important. He has no_ patience 
with, or understanding of, others’ 
problems or other departments. He 
annoys people. He cannot get co- 
operation. Office routine and com- 
pany procedures annoy him. Any 
day he may come up with some 
valuable discovery, a moneysav- 
ing process, or no telling what 
else. But he leaves considerable 
wreckage around the business 
which others must pick up. He 
must be taught to cooperate, to 
be more courteous, to work with 
others, to share his knowledge. 
Going to meetings, watching train- 
ing films, and attending lectures 
will not help him very much. He 
needs on-the-job coaching, perhaps 
by a man just as brilliant as he, 
but with the rough _ edges 
smoothed. 

Mr. “B" is yet another problem. 
He is a cool, calculating, sincere, 
hardworking person. He wants to 
do everything himself. He works 
alone. He never bothers anybody. 
But he needs to learn how to 
delegate, how to use assistants, 
how to present his ideas. Here 
again, on-the-job coaching is a big 
factor in helping him prepare for 
executive responsibility. 

Monsanto is quick to employ 
almost every known method of de- 
veloping executives. It has a liberal 
community activities policy. 

In the average company there 
are usually certain older men who 
coach, encourage, constructively 
criticize younger men, and thus 
prepare them for advancement. 
But a_ well-planned, vigorous 
method of coaching adds consider- 
ably to the results. 
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needed in sports... 
wasteful in business 


DOODLES in the Air 

cre unobserved WASTE 
... needlets extra monipvianc 
hands and equipment in the writing 
of forms. 


Auerican Lithofole plan 
‘can SAVE YOU 2 HOURS PER DAY PER GIRL! 


Every useless move, every unnecessary carriage 
return, every avoidable tabulation and align- — 
ment is eliminated by American Lithofold Sys- | 
tems Engineers. Savings in time and effortare _ 
planned to free a girl for 2 extra hours of work 
a day. Our proof is conclusive — you have E. é 
to see it to believe it. Get the facts today! coor ith 


Tr 
Photographic plonned 


tive 
wr informat with you 


Send vs yo 

PHOTOGRAPHIC PROOF Brochure reves 
EYE-OPENING FREE BROCHURE | business 

Trocer-light and tests reveal the Compony Nome 
possible with American Lithofold re-designed forms. su address 

prising figures con be duplicated for YOU! . ae 


oling savings possible 


City —- 


Signotvre 
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@ GUARANTEED to produce 
quicker and better results than 


any other collating aid on the 


market 


@ 3,500 sheets an hour collated 
easily and quickly by one pair 
of unskilled hands 


@ Sitting or standing, worker col- 


lates steadily without fatigue 


——R educe—— 


YOUR 
OFFICE 
COSTS 


@ 500 sheets of paper held in 
each section—at inclined angle 
for fingertip collating. 


@ Of all aluminum, racks collapse 
for setting aside when not in 
use. 


@ For large gatherings—use two 
or more racks together. 


@ Thousands in use everywhere. 


PICTURED. 18-Section TU Model at $25.00 
7 other Models, priced $11.00 to $16.50 


: See Your Dealer or Write: Evans Specialty Co. Inc., 405 N. Muntord St. Richmond 20, Va 


Evans GATHERING RACKS 


Under- 
the-Chin 


DYNAMIC 
HEADSETS 


Wherever lightweight headsets are 
used the new, dynamic TELEX 
DYNASET will do a better job. 
Its comfortable, under-the-chin st yl- 
ing and light weight (1.25 oz.) per- 
mit secretaries to wear it all day 
without fatigue. With more highs 
and lows of both music and speech 
its higher fidelity is the delight of 
Radio and TV monitors. When you 
use a headset use the one with 
built-in comfort. It's ideal for: 
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uw TELEX 


@ Office Ti @ Radic M @ Tel 
@Ameoteur Radio Record Stores @ Theaters @ Phone-Order Boords 
@ Wired Music installations @ Commercial Communications © Electronic Laboratories 


which will be sent to you on « 20-day Ap Plan with 


ELECTRO-ACOUSTIC DIVISION + TELEX PARK DEPT. 
ST. PAUL 1, MINNESOTA V-16 
In Coneda, Atlas Radio Corp., 

*mmapemark STANDARD OF THE WORLD FOR QUALITY HEADSETS 


Foremen Hear 
Sales Story 


HE 7,000 or so production fore- 

men employed by Ford Motor 
Company in its plants throughout 
the country recently were given 
the inside story about the com- 
pany’s policies in regard to sales 
and advertising, procedures, and 
problems. 

Instigated by the sales and ad- 
vertising department, under the 
direction of Walker A. Williams, 
vice president of sales and ad- 
vertising, the presentation was 
prepared by the Ford training de- 
partment and made to the super- 
visors in a series of meetings in 
the regular Ford Supervisors’ 
Training Program. Such groups 
meet for 1 hour each week, on 
company time, to study problems 
concerning their work. The sales 
presentation on this occasion was 
an interesting diversion for them. 

Entitled “Sales and the Super- 
visor,” the survey of the sales 
department and its activities was 
planned to demonstrate to super- 
visors how sales of Ford cars are 
related to their productivity, job 
security, and advancement. It 
pointed out Ford's increases in its 
share of the automobile market 
and in customer preference during 


_ the past 6 years, discussed future 


sales objectives, and outlined the 
long-range sales planning program. 
Developed along the line that 
building quality and confidence 
into the product results in quality 
and confidence in the foreman's 
job, the report specifically stressed 
the relationship of operating su- 
pervision to sales and advertising, 
and the interdependence of the two 
departments. The presentation also 
went into considerable detail about 
how the sales, advertising, and 
market research sections function. 
Considerable discussion ensued, 
which was transcribed verbatim 
and submitted to representatives 
of management to give them some 
insight into the thinking of their 
shop foremen along these lines. 
The presentation was a part of 
Ford’s long-range Personnel De- 
velopment Program, announced 3 
years ago by Henry Ford II, presi- 
dent, to keep all foremen—con- 
sidered on-the-line managers—in- 
formed of company activities. The 
program is under the direction of 
Archie A. Pearson, manager of 
industrial relations training. 
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Now it’s a fact! Office furniture and equip- 
ment that combines efficiency, comfort and 
beauty—Rock-a-File Modular Office Furniture 
and Equipment. Engineered for efficient use, 
solid working comfort and warm beauty, Rock- 
a-File Modular makes any office a more at- 
tractive, pleasant place in which to work. 
Gone is the old-fashioned, cluttered look of 
unmatched pieces. Rock-a-File Modular units 
—desk, file, bookcase, waste receptacle, type- 
writer cabinet, drawer cabinet and shelf stor- 
age cabinet —in wood or steel construction — 


Write today for catalog and name of nearest dealer. 
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are designed to fit available space with the 
maximum in efficiency. Each unit easily con- 
nects to companion units in any desired ar- 
rangement— making a complete and harmo- 
nious furniture layout. 

Everybody, from executives to stenogra- 
phers, will appreciate the efficiency, economy 
of space, comfort and beauty of Rock-a-File 
Modular Office Furniture. Available in steel 
or wood, Rock-a-File Modular steel units are 
furnished with gray or walnut finish; wood 
units in genuine walnut only. 


ROCKWELL-BARNES COMPANY 
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\ 
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Office Furniture ! 
and Equipment 
better ways! 
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\ 
47 


Did you say— 


RENT 
STATISTICAL 
DEP’T? 


You know that nothing can 
compete with high-speed 
punched card machines for 
accounting or statistical tabu- 


lations—but perhaps you 
cannot justify their full time 
use! 


We can save you money since 
you pay only for the actual 
time these machines are work- 
ing for you. Best of all, you 
get your reports on time every 
time. 


Why not review your tabulat- 
ing problems with us? 


RECORDING & STATISTICAL 


CORPORATION 


CHICAGO BOSTON 
MONTREAL TORONTO 
100 Sixth Ave, New York §3, N. 


is 


DETROIT 


Y. 
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After Krilium... 


synthetic chemical soil 


conditioner (synthetic poly- 
electrolyte) called Krilium is now 
being tested and readied for pro- 
duction and sale by Monsanto 
Chemical Company for some time 
in 1953. 

Tests, which have been con- 
ducted for 3 years by cooperating 
technicians in various parts of the 
country, indicate that the new 
product may hold tremendous pos- 
sibilities for improving the prod- 
uctivity of the soil especially 


poor soil It is believed that 
Krilium will be used in home 
gardens, truck farms, and green- 


houses, and that it may also be 
useful in commercial agriculture 
Krilium must not be confused 


with other soil additives. It is not 
a fertilizer or nutrient. It is a soil 
conditioner, which tends to: 
Improve soil structure 
Increase the infiltration rate of 
water in soil 
Improve the soil’'s capacity to 
hold water against drainage 
Increase the soil’s 
hold water 
evaporation 


capacity to 
content against 


Utilize more water for plants 

under average conditions 
Control and decrease erosion 
Prevent slaking and crusting 
Increase aeration 


Stabilize aggregates 
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Getting these attributes down to 
less technical terms, it is easy to 
understand the importance of the 
new product to the nation’s 
economy. One science writer says 
that Krilium is a greater weapon 
than the atomic bomb, which of 
course means that it is a weapon 
of peace and construction, rather 
than destruction. 

Soil structure is one of the 
major factors in crop growth. 
Nature provided the right soil 
structure through the action of the 
elements for millions of years. Soil 
erosion, repeated cropping, com- 
mercial fertilizers, all have robbed 
the soil of organic matter. These 
crimes have been committed 
against American soils from 
Maine to California, and Washing- 
ton to Florida. 

A natural crop of grasses or 
weeds rots, and the organic mate- 
rial gradually becomes part of the 
soil itself. After commercial crop- 
ping, too much of the organic 
matter is removed, and never gets 
back to the soil. In some areas we 
even burn stalks to control insect 
infestation. This failure to put 
back what we take out of the soil, 
plus the washing away or erosion 
of the fine top soil, has turned 
millions of acres of once-fertile 
land into a veritable cementlike 
hardpan which is anything but 
good for growing crops. Some 
soils, when moistened either by ir- 
rigation or nature’s rain, dry 
quickly, creating a hard crust on 
top which breaks the necks of 
young plants just as the seed sends 


A comparison of geraniums growing 
in soil treated with Krilium and in 
soil that is untreated is shown 
here. Growth is faster and fuller 
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Correct—without question 
you use your 
photocopy machine 


There's never any question about 
the authenticity or accuracy of a 
photocopy. Every detail of the 
original—facts, figures, dates, 
signatures—is reproduced with 

photographic accuracy and com- 
pleteness. 

On the other hand, manually 

transcribed records give you no 

such assurance. AND—in 9 cases 

out of 10—they’re much more 

costly to prepare. It will pay you 

to double-check the paper-work 

routines of all departments with 

these thoughts in mind. 


For the best photocopies, use 
Kodagraph Contact Paper 


This new paper is made by 
Kodak for use in all types of 
contact photocopiers. It re- 
produces all documents in 
dense photographic blacks, 
clean whites... with new 
sparkle and legibility. And it’s 
easier, more economical to use 
—no more split-second timing 
or trial-and-error testing. Order 
it...and see for yourself. 


iXodagraph Contact Raper 


“‘THE BIG NEW PLUS’ IN THE OFFICE COPY FIELD 
EASTMAN KODAK COMPANY 


Industrial Photographic Division 
Rochester 4, N. Y. 


Mail coupon y 
for at 
free booklet 


Gentlemen: Please send me a « py ‘ f “Modern Drawing and Document Re pro- 


duction”. . your new, free booklet giving full details on Kodagraph ¢ ontact Pape tr. 


Name 
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Company 


Street 


City 
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PRODUCTION MEN 
DON’T GET BONUSES FOR 
TRUCKS WITHOUT WHEELS 


You 


sles for 


cant meet assembly and delivery sched 
trucks or for any 
control of 


military 
without 
and manpower 


product 
materials 
Thats why 
PRODUC 
manpr 
meet assembly and 
procurement and engineering 
hand production. Produc-Trol unites 
every of operation tor these 10,000 
plants a productive force that meets 
and beats schedules 


positive 
parts 

ver 10,000 US. Plants now use 
TROL. Their materials, parts, and 
are coordinated by Produc-Trol t 
delivery schedules. Their 
work hand in 


wer 


with 
phase 
into 


Produc -Trol controls 
dures. Purchasing 


ALL kinds of proce 
Manufacturing Orders 
Parts for Assembly, Inventory, Maintenance 
Sales. Such versatility is possible only be 
cause Produc-Trol shows at a glance as many 
as 16 pertinent factors for every item charted 
Write today for the eight-page brochure 

How to Improve Your Order Control.” We 
want you to have it with our compliments 


ORGANIZATION, 


POSITION 


Without obligation I would like brochure 


(Please attach to, or write on, your business letterhead ) 


WESTPORT 8 CONNECTICUT 


How to Improve Your Order Control.” 


“You'll be proud 


“gun 


‘of, THIS desk 
us = 30 y yéars from today 


Fabulous, you say? Not at all. For the 
pride of ownrng a STEEL AGE Executive 
Desk is no fleeting pleasure. As the years 
roll by, your STEEL AGE desk goes right 
on serving you as tauthtully and ethcrently 
as the happy day you met. You realize 
then that its sturdy construction and fine 
styling are ageless. For was cratted ina 
tradition and designed to reflect quality 
and good taste any year of your future 

We're sall making restricted quanuues 


ot these fine desks. 
STEEL AGE dealer 


Corry-Jamestown Manufacturing Corp. 
Corry, Penna. 


Why noc call your 
. today! 


At Leading Office Furniture Dealers from Coast-to-Coast 


up for air. A plant with a 
neck -is no more useful 
than a man or an animal with a 
similar injury. This is the plain 
and simple reason why it is often 
so difficult to bring up a “stand” 
of plants in certain areas. 

There are other reasons for 
dwindling crop production. Some 
soils pack so hard, air cannot per- 
meate as much as is needed. Other 
soils release what water falls so 
fast, not enough remains to 
nourish the growing crops. 

Still other soils wash away so 
fast that the best crop land has 
gone down to the ocean, with 
more going year after year. Ac- 
tually, some prudent scientists 
predict that our population 
growth, plus the destruction of the 
better qualities of our national 
heritage of soils, may turn us into 
a nation forced to import food. 

Now, Krilium may not be the 
whole answer. Monsanto would be 
the last to represent it as such. 
The company is emphatic in as- 
serting that 3 years of tests are 
not nearly enough to give all the 
answers. But tests up to now in- 
dicate that Monsanto has come up 
with something that may be of 
immeasurable value. 

Production is now in the pilot- 
plant stage. Commercial quanti- 
ties will be available only toward 
the end of 1953. All production 
now is allotted to test and ex- 
periment stations, schools, tech- 
nical experts, and scientists for 
further tests. 

Krilium is used at the rate of 
about 1 ounce to 150 pounds of 
soil. It can be sprinkled on the 
soil dry. It can be mixed with 
fertilizer, seeds, and water, and 
sprayed on. It completely changes 
the structure of the soil when 
used properly. It will not sup- 
plant the need for fertilizers or 
other soil foods. It may be espe- 
cially useful in controlling erosion 
on road shoulders, where a road 
has been built up on something 
like a dam, dyke, or levee. Every- 
one is familiar with the fact that 
new roadbeds often suffer costly 
erosion before a cover crop of any 
kind can be raised to control ero- 
sion. When Krilium is used, it 
actually forms a sort of “net” over 
the soil until the plant growth 
begins, thus preventing much 
costly, and at times dangerous, 
erosion. 

Everybody interested in- 
creased utilization of land will 
want to watch this development as 
it matures and the product is 
readied for marketing. 


a shoot 
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SPEED WORK! CUT DOWN COSTS! 


Make Direct Copies of Almost Anything 
with the Amazing Desk-Top OZAMATIC! 


Just Feed in Originals! Clean, Dry Copies—Instantly! 
No Retyping, No Stencils... No Negatives, No No Proof-reading ... No Smudge or Distortion 
® Plates... No Darkroom . .. No Messy Inks! cs No Poor Carbons ... No Drying 


In five minutes any girl in your office can 
learn to use the compact, streamlined 


CUT ORDER HANDLING COSTS! OZAMATIC! This desk-top maching 


makes positive, ready-to-use Ozalid copies 
One of hundreds of OZALID Uses up to 16 inches wide—eny length you wish 


at speeds up 4( u j 
A Wholesale Hardware Firm” has one girl process 1.000 bills a da at speeds up to 50 feet per minute. Your 


Ge 
—nine times as many as before installing Ozalid! first copy Is ready in seconds, or you can 


have 1,000 letter-size copies an hour at 


A Drug Chain® keeps accurate, up-to-the-minute inventories with less than 114¢ per copy 


Ozalid! 


A Radio Station® uses one clerk three hours to prepare bills that 
formerly required two clerks for twenty-eight hours' 


A Grocery Chain’ saves hours, increases accuracy and efficiency 


The Ozalid process copies anything 
written, drawn, typed or printed on ordi 
nary translucent materials. Opaque copies 
require only a simple intermediate step 


Larger machines are available for wider 


copying weekly price lists! 
copies and greater production capacity 


A Manufacturer*® uses Ozalid to save $8,000 a year in procuring Send today for full details or call the 
supplies! Ozalid distributor listed in the classified 


A Big Department Store* cashes in on special discounts by using section of your phone book 


Ozalid to pay bills the same day merchandise is received! 


*Names and details on request 


COSTS... 


Johnson City, N. Y. A Division of General Aniline & Film Corporation. “From Research to Reality 
Ozalid in Canada — Hughes Owens Co., Ltd., Montreal. 
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“MR. BOTT, DON’T BLAME 
ME! IT’S THE SYSTEM” 


This employer of the gay nineties is impa 
tient with his bookkeeping methods. He 
wants monthly reports of his business and 
because they are slow in reaching his desk 


he is taking it out on his employer 


PITY THE MAN 


The poor bookkeeper is trying to explain 
that it all takes time 
could work no faster, could do no more in 
that the system 


that another man 


ten hours than he does 


is slow 


In those days, bills were all fizured men 
tally and written in ink. Entries were made 
by hand in bound journals and ledgers 
and every ture had to be double checked 


for 


Invoices for merchandise purchased, bank 
statements, freght bills all were many 
days late in arriving, because other offices 


followed the same slow procedures 


How different for Mr. Bott, had he lived 
today. He would have enjoyed rapid me 
chanical accounting methods, with Tarco 
efficiency forms inp Tarco tlexible-chain 
post binders Tle would know the status 
of bis business not every month or every 


week, but erery day 


If you are not familiar with the Tarco line 
wend for illustrated catalog listing 240 
different: forms, also binders and other 
auditing aids Then should you require 
special forms. we custom-print) them to 


your exact specications 


Write for Catalog today. 


Consult your Public Accountant about 


the best Forms for your Businuss 


TALLMAN ROBBINS & CO. 


Tarco Better Business Forms, Binders and 
Coordinated Filing Equipment since 1912 


310 W. Superior St., Chicago 10, Ill 


New York 


Kansas City - Indianapolis - Tulsa 
Wichita - Washington 


How “Pre-Plated” Billing 
Cuts Order Handling 


Continued from page 13 


has some customers whose orders 
require more than the usual five- 
part form. For these, a_ special 
form having additional parts is 
used, its need indicated by a code 
on the pink card. At least 80 per 
cent of Upjohn’s Philadelphia of- 
fice orders use the five-part form, 
so there is little trouble handling 
extra forms for the remainder. 

As an example of the speed 
with which the new system oper- 
ates, one day recently 319 orders 
received in the first mail were 
completely billed, goods packed 
and on the delivery truck at 10:30 
a.m., for delivery the same day. 

Upjohn has incorporated other 
ideas to expedite the handling of 
orders. For one thing, four girls 
report at 7:30 in the morning to 
sort orders and pull preaddressed 
forms, thus having some orders 
ready for the “pricers’” at 8:00 
a.m. A girl can easily pull 150 
order forms an hour from the 
cabinet files. 

The new system, according to 
V. J. Ranney, branch office man- 
ager, permits his employees to 
handle orders with 60 per cent in- 
creased efficiency. He gives credit 
for the system to E. S. Schwartz, 
branch office supervisor. The two 
of them initiated the “pre-plated” 
billing plan by setting up a trial 
run of 2,000 accounts under the 
new program for 3 months. Every- 
thing worked so well that the en- 
tire 6,500 accounts eventually 
were changed over. All Upjohn 
branches have been informed of 
the system, and three of them are 
already experimenting with a 
similar setup. 

The Philadelphia office has come 
up with some other ideas that 
have proved worth while. Mr. 
Ranney said he sees no reason for 
spending time with detailed filing 
systems for his office, so a system 
of “loose” files is therefore main- 
tained. All file copies of papers 
are kept in a SorterGraph for 30 
days. There are 1,500 alphabetized 
sections in the SorterGraph. At 
the end of 30 days, the copies go 
into the general file index, where 
the same 1,500-section alphabeti- 
cal breakdown is made. 

If the general files must be re- 


ferred to after 30 days have 
elapsed, more time might be re- 
quired to find the proper paper 
than if a detailed filing system 
were used. Few references can be 
expected after 30 days though, 
Mr. Ranney and his staff found 
after considerable study. In fact, 
90 per cent of the file references 
are made 15 to 30 days after the 
billing operation. The remaining 
10 per cent would hardly be worth 
the time and expense necessary 
to keep a detailed file. Mr. Ranney 
said that one girl now spends 
about 2 hours daily on files, while 
a detailed filing system would take 
a minimum of one full-time and 
one part-time file clerk. 

Another technique perfected by 
the Philadelphia office is locating 
misfiled ledger sheets in a hurry. 
Customers’ accounts receivable 
sheets are marked with positioned 
bands of colored ink, a different 
color for each tray of ledger cards. 
If a trial balance is off, an em- 
ployee can tell whether or not the 
error is due to a misfiled sheet by 
glancing at the colored bands on 
the sides of the ledgers. A mis- 
placed ledger card sticks out 
clearly, making the error easy to 
rectify. If the ledger cards are 
misfiled in their own section, the 
balance will not be off, and there 
is no problem. Since these ledgers 
are used every day, a few mis- 
placed cards could easily slow 
down the operation. 

Still another idea put into prac- 
tice at Upjohn saves steps in the 
shipping department. Mr. Ranney 
learned, after studying the order- 
filling procedure, that a certain 
number of items were on virtually 
every order coming into the house. 
At the time, these items were scat- 
tered throughout the stockroom, 
but. he soon had them rearranged 
and centralized. Now he estimates 
that 75 out of every 100 orders 
can be filled from stock kept with- 
in an area of 150 square feet. 

Upjohn’s Philadelphia office is 
the newest of its 14 domestic 
branches. The new office has stand- 
ardized on Shaw-Walker desks, 
furniture, and files: and uses 
Underwood-Sundstrand and Bur- 
roughs office machines. 
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Firms Pay Early, 
Survey Shows 


ORE than 50 per cent of the 
manufacturing and whole- 
saling companies in 14 of the na- 
tion's major markets were paying 
their invoices on a cash discount 
basis in late 1951, according to a 
survey recently completed by the 
Credit Research Foundation of the 
National Association of Credit 
Men. 

This survey was conducted 
through a questionnaire addressed 
to 9,978 member companies en- 
rolled in 14 of the affiliated asso- 
ciations in the national credit 
organization. At the time results 
were tabulated, 1,297 replies had 
been received, or 13 per cent of 
those circularized. The 14 associa- 
tions covered were selected from 
the 134 affiliated in the nation- 
wide organization. 

The survey revealed that among 
manufacturing and industrial ac- 
counts, those in the jewelry and 
silverware line were discounting 
to the greatest extent, 95.3 per 
cent of those reported taking cash 
discounts. In the wholesaler-dis- 
tributor-jobber classification, those 
in the drug-pharmaceutical-cos- 
metic line showed the best dis- 
count record, with 91.8 per cent of 
those reported taking cash dis- 
counts, 

The responding member com- 
panies of the 14 local credit as- 
sociations also indicated high per- 
centages of past due accounts 
among certain lines of activity. 
Those selling to the retail trades 
showed 48.5 per cent of marine 
equipment and supply accounts 
past due. Among the wholesaler- 
distributor-jobber accounts, leather 
products rated the poorest record, 
with 40 per cent of the accounts 
not making payments in accord- 
ance with selling terms. Among 
manufacturing-industrial accounts, 
47.4 per cent of the marine equip- 
ment firms were past due. 

The average age of accounts re- 
ceivable stated in terms of the 
number of average daily sales 
tied up in receivables showed 
footwear at the highest mark with 
60.4 days, marine equipment and 
supplies with 51.5 days, and floor 
coverings with 49.2 days. The low 
figure in account aging of 1.4 
days was found in the utility field. 
The next lowest was meat packing 
at 9.2 days. Food products ac- 
counts averaged 24.4 days. 
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Model 17-A COSCO Executive Choir: Al! 


steel, saddle shaped, revolving seat 


cushioned with Firestone Foamex or foam 
rubber latex; Tufflex-padded backrest 
curves two ways. Du Pont ‘“'Fabrilite”’ 


upholstery —green, brown, maroon, 


gray. Bonderized, baked on enamel! finish 
gray, brown, or green. Exclusiv 


“Finger-Lift™ height adjustment, soft 
rubber casters, lifetime lubricated. $48.45 


($50.95*%). In armless mode! (17-T), 


$43.25 ($45.25°). 


moon 


i 
ii 


| MODEL 20-4 


*Prices in Florida, Texas and 11 Western 


Office Chairs 
HAMILTON MANUFACTURING CORPORATION 


Also makers of COSCO Household 
Stools, Chairs and Utility Tables 


6 Easy Adjustments 


—without tools 
1. For height 4. For height 
of seat of backrest 


2. For depth 6. For angle 
of seat of backrest 
6. For tension 


of seat of tilt action 


3. For slope 


Mode! 16-S Secretarial Chair, spring tension 
back, $31.95 ($33.45*); Medel 16-6, fixed 


back, $29.95 ($31.25*) 

Model 20-A "Form-Fit" Side Chair, with arms, 
$29.25 $30.55°); Medel 20-1, armiess, $23.95 
$25.25° 


| Chp this coupon and mail today t | 
| HAMILTON MANUFACTURING CORPORATION | 
| Department A4, COLUMBUS. INDIANA 
Gentiemer 
l Piease send me. wit it obhigdtion, the fol | 
wing forr tor COSCO Oftwe Chauws | 
Ne 
| 
| me 
! 
| 
| 
Zone tote | 


w 
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Are Your Business Forms Too Expensive? cour io 


page 


19 


Forms Design Checklist 


| Form No 


Trimmed size 


Width In. Length 


QQuantit Delivers Date FOB Point 


Date Ncoounting © corte Source 


What is the general purpose and use of form’ 


PURPOSE 


What other forms are used in conjunction with it? 


Is this form absolutely necessary 7 
Can some other form be used? 


Form No 


Can this form be combined with another? 


NECESSITY 


Can the form be used less frequently? 
Are all copies of form or report required * 
Does title clearly indicate purposes? 

Are all included items necessary and clear’ 
Are all necessary items (Date, Signature, ete.) included’ 

Are all urring pre printed? 

I. layout in sequence with operations and related forms” 
Should this form be consecutively numbered ? 

(re adequate margins provided for binding and punching holes * 
Are lines properly spaced for handwriting, or machines? 

I. the size correct for standard size cabinets or binders” 

Are the most important items prominently and effectively placed’ 
Can tabulator stops be used for increased speed on typewriters” 
Has form cheek-off spaces, and ts layout in box-style* 


If form os 


matled, can window envelope be used? 


DESIGN 


I, form two sided and are both sides aligned correctly? 
Has “outside” form been cleared with the Public Relations Department ’ 
Has this form been checked with actual users? 

Has form been checked for pleasing appearance? 

Has a code number been assigned by Forms-Control 

Is the quality, size, and grain of paper correct? 

Is colored paper desirable to speed distribution, sorting, and filing’ 
Is the 


color tok « 


orrect 


ATIONS 


Is the type face and «ize best suited to legibility’ 
Is punching, perforating, scoring, padding, correct 


timesay 


=PECTEIE 


Should speci 


Is quantity correct and economical 


Requisition No 
In 
Reproduction No 


Price 
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Employees are human beings—treat them as such. Take time out to see them, to talk 
to them . . . A good executive delegates many of his tasks to competent subordinates, but 
it is difficult to delegate a pat on the back, a sincerely firm shake of the hand, or 
a friendly smile—they are all vital factors in helping employees do their best.— 
Col. John Slezak, president, Turner Brass Works, at Chicago AMA Personnel Conference 


Employee Wins $1,000 Award and Diamond Pin 


Suggestions for improvements in 
products do not always come from 
plant employees. Those in the office 
can also do a good job of suggesting 
when they put on their thinking caps 
Recently, R. F. Lange, assistant to 
the sales training director of Bell & 
Howell, Chicago, produced a money- 
saving idea for which he received a 
$1,000 award and a diamond pin from 
his company. Mr. Lange, who has 
been with the company since 1937, 
suggested the elimination of an un- 
necessary film roller from the Filmo- 
sound projector 

W. E. Roberts, vice president in 
charge of operations, and C. G 
Schreyer, vice president in charge 
of merchandising, presented the 
check and pin to Mr. Lange. This is 
one of the largest awards made 
under Bell & Howell's suggestion 
system. Called the Fifty-Fifty Plan 
the suggestion system awards one- 
half of the first year's savings ef- 
fected to the suggester. Those whose 
suggestions save the company over 
$1,000 in a single year also receive a 
diamond pin. The success of the 
Bell & Howell plan is indicated by 
the fact that almost one-third of all 


A moneysaving idea brings sales de 
partment employee a $1,000 award 


its employees have at one time or 
another submitted suggestions 

Mr. Lange recently returned from 
a tour of 16 cities, where he assisted 
in conducting what is said to be the 
only traveling sales-training clinic in 
the photographic industry 


Employees at Goodrich Get Free Vision Test 


B. F. Goodrich employee's vision is 
checked by ‘Sight Screener’’ machine 
which is being used in all divisions 
at Akron for voluntary examinations 
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A voluntary, free check on their 
ability to see is being conducted 
among employees of The B. F. Good- 
rich Company plants in Akron, Ohio 
Results of tests on a machine called 
the Sight Screener are studied by 
the company’s medical department 
and a sealed report is sent to the 
employee. It states either that the 
vision check has been satisfactorily 
passed, or suggests that the recipient 
would benefit by an eye examination 

The service, entirely voluntary, is 
a convenience for employees who 
wish to know whether they have 
satisfactory vision. The program was 
begun in the engineering division and 
will take about 18 months to cover 
all manufacturing divisions in its 
Akron, Ohio, plant 


Education in Economics 
Faces Pitfalls 


Thomas R. Reid, director of in- 
formation at Ford Motor Company, 
told the Personnel Conference of the 
American Management Association 
in Chicago that economic education 
programs run into trouble, not be- 
cause the goal is wrong or unattain- 
able, but because management hasn't 
yet learned to side-step certain pit 
falls along the way. To make such a 
program work, management should 
avoid the following seven “sins 

1. Don't launch the program of 
employee economic education in a 
cold climate.” Such programs can 
only succeed if a good atmosphere 
of human relations already exists in 
the company; they should not be 
thrust cold upon employees who are 
unconvinced the company is_in- 
terested in their welfare 

2. Don't take the wrong point of 
view. The program designed in terms 
of what management thinks should 
appeal to employees is frequently 
nothing more than what appeals to 
management! 

3. Don't fail to find out what the 
worker wants. An employee attitude 
survey is of inestimable value in the 
development of an economic educa- 
tion program 

4. Top management sometimes 
buys the sugar coating of the pro- 
gram, but fails to accept the pill 
underneath 
5. These programs don't come in 
pretty packages all tied up with blue 
ribbon! There is no such thing as a 
packaged program equally good for 
your business and mine. Don't fail to 
have your program tailor-made to 
suit your company’s needs 

6. Management often kids itself 
about the results it’s getting. It 
does not get an accurate, realistic 
measurement of results 

7. Don't think employee economic 
education is a one-shot propositicn 
It is a constant, continuing job which 
can only be successful if it is fol- 


lowed through 
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Westinghouse Develops 
Local Leaders 


While many of the 
training programs for super 
developed by a headquarters super 
Visory training group, they 
are presented in the outlying plants 
and divisions by local 
leaders leaders manage- 
ment people selected from the super- 
visory this 
signment because of their ability to 
lead conference groups. The selection 
is made by local management, with 
the aid of the headquarters group 
Conference leaders selected for one 
may, or may not, be the 
same as those selected for another 
program. For example, there mays 
be one set of leaders for the “Human 
Factors in Management” program 
another set for “Elements of 


Westinghouse 


visors are 
service 


conterence 
These are 


force for part-time as- 


program 


and 
Supervision.’ 

The 14-page “Guide to Conference 
Leading,” released in 1951 by the 
Westinghouse Electric Corp. for the 
guidance of its supervisors, would be 
helpful to anyone interested in the 
fundamentals of public speaking or 
conference leading 

This however, but one 
part of the over-all program. Behind 
it is the Leader Training Institute 
conducted by the Headquarters Su- 
pervisory Training Service Staff 
hese institutes vary in length from 
5 to ® days, depending upon the spe- 
cifle program under way. The leaders 
attend full time for this period. Dur- 
ing the institutes, leaders participate 
in the program as conferees for 
training in conference leading and 
effective presentation. Final sessions 
are devoted to practice presentations 


outline is, 


Allison award winner uses money to 


improve his home with new windows 


Dramatized Suggestion 
Plan Pays Off 


One of the best ways to stimulate 
interest in the employee suggestion 
plan is to feature it in the employee 
magazine. By showing the worker 
what he can get with his suggestion 
award. -by putting the emphasis on 
the personal factor--a company can 
do a great deal to keep interest in 
the plan alive month after month. 

The Allison Division of General 
Motors, Indianapolis, Ind., has used 
this idea over a period of years. The 
back cover of AllisoNews is reserved 
for this purpose. The page is devoted 
almost entirely to pictures showing 
employees enjoying the purchases 
made with their award money 


New Morale Meter Measures Employee Attitudes 


What keeps the worker 
enthusiastic, loyal to his employer‘ 
Is it high pay, short hours, extra 
benefits, fancy fixtures in the rest 
room? 

A 30-minute 
ployee Inventory 
Employee Attitude Research Group 
Industrial Center, at the 
University of the 
answers to and 
thus trouble in 


happy, 


> 


quiz called an “Em- 
developed by the 


Relations 
Chicago can give 
these questions 
others 
plant or office betore it 

rhis 
ipplied by a_i score of 
panies as Roebuck & Co 
Campbell Soup Co, New York 
tral System, Johnson & Johnson 
The Visking Corp 


adopted it as 


pinpointing 
flares up 

been 
such com- 


inventory” has already 


Sears 
Cen 
and 
ill of whom have 
standard procedure to 


analyze attitudes and morale of theu 
employees 
Extensive inters used to test 
the earlier 
boiled down 


some 450 to 78 


forms of the inst: 
test 
Phrased in 


the ques 


ument 
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quest ons 
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main areas in em- 
Working conditions, 
personal relations, 
individual 


tions cover five 
ployee relations 
financial rewards 
operating efficiency 
satisfactions 

The surveys so far conducted in- 
dicate that workers: (1) Do not like 
(2) Feel the need for free- 
(3) Like job security 
advancement; 


bossiness 
dom on the job 
and opportunity for 
(4) Want fair treatment with pro- 
motion and pay increases when 
earned; (5) Want to be able to speak 
their minds; (6) Want to be allowed 
to make mistakes while 
without being crucified for them 
(7) Like friendly treatment by fel- 
low and their bosses (8) 


once In a 


Want to be kept well informed on 
company matters 

The special questionnaire designed 
for this survey is being made avail- 
able to business and industry for 
general use through the publisher 
science Research Associates ot 
Chicago, publishers of tests for busi- 


ness and industry 


GM Suggestion System 
Sets Five Records 


The 10-year-old General Motors 
Employee Suggestion Plan, set five 
all-time records last year. In 1951, 
GM employees submitted a record 
140,830 suggestions, 30,758 of which 
were adopted. Awards to employees 
totaled $1,516,533, paid to 65,868 em- 
ployees participating in the plan, the 
average award being $49.31 

“The greatly increased employee 
interest in the program,” said Harry 
B. Coen, vice president in charge of 
employee relations staff, “un- 
doubtedly reflects the improvements 
made in the plan at the beginning of 
the year, the most important being 
an increase in the maximum award 
from a $1,000 U. S. Savings Bond to 
$2,500. It is interesting to note that 
35 ideas were submitted which won 
this top award of $2,500, while 170 


suggestions won awards of $1,000 
or more.” 

In the past 10 years, GM em- 
ployees have submitted a total of 


799,888 suggestions, 183,150 of which 
were adopted, and awards amount- 
ing to $7,554,168 paid for them 


Foremen’s Survey Shows 
Big Wage Jump 


This foremen's wage survey pre- 
pared by the Associated Industries 
of Cleveland relates, of course, only 
to the Cleveland area, but regardless 
of that fact, there is hardly a com- 
pany in any area which will not 
secure some help from it in evaluat- 
ing their own foreman payment plans 

For convenience in setting up the 
tabulations, foremen have been di- 
vided into three types, classified as 
“A.” “B,” and “C."” A job description 
is included for each classification so 
that the tabulation figures will be 
entirely clear as to “who is paid for 
what.” 

The survey indicates that there 
has been an 11.6 per cent rise in the 
average foreman’s earnings since 
1949. Two years ago the typical 
manufacturing foreman made $382.37 
a month; at present his salary is 
$426.97. The “A” foreman’'s average 
earnings today are $540.31, and he 
supervises, on an average, 79 people 
His salary has gone up 10.6 per cent 
since 1949. “B's” average earnings 
amount to $438.84 a month and the 
average number of people who re- 
port to him is 38. He is making 11.3 
per cent more now than he did in 
1949. “C's” 1951 pay check each 
month averages $371.22 and the num- 
ber of people he directs averages 22 

In addition to the study of salaries, 
the survey includes an analysis of 
bonus and overtime practices of man- 
agement as applied to supervisors 
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How much of your office equipment fits the description “obsolete, but not worn out’? 
Have you considered that it might be more economical to plow back some of your sales 
dollars into today's improved office aids, designed to handle today's increasing 
load of paperwork better, faster, and at less cost? Below are some suggested items 


Taller File Holds More Records 
In Same Space 


OFFICES with a space problem will 
appreciate the taller file designed 
by Duro. One of a full line of tabu- 
lating accessory office equipment, 
the cabinet has been heightened 
to accommodate a greater number 
of cards in the same floor area 
The new model file accommodates 
90,000 tab cards in its 22 drawers, 
yet occupies less than 4 square feet 
of floor space. Drawers are indi- 
vidual and full extension, with syn- 
chronized ball-bearing suspension 
systems and individual thumb latches 
on cradles, Frame is of a heavy steel 
with double-thick sheet steel at 
corners. Drawers have solid fronts 
and bottoms, and can be had with 
low sides for frequent reference or 
inter-filing at no extra cost. New size 
is 54% inches high, 20 3/32 inches 
wide, and 28% inches deep. Plunger- 
type master cabinet lock is optional 
New drawer depth permits use of in- 
dex tabs for labeling contents. Com- 
plete catalog available on request 
Duro Consolidated, Inc., 8th Ave. and 
Edison Way, Redwood City, Calif 
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Magnifier for Typing 
Hard-to-Read Copy 


SMALL type need no longer shackle 
those flying fingers! New line mag 
nifier of unbreakable lucite elimi 
nates the hesitation and faulty key 
strokes often caused by illegible 
copy. Designed for use with the 
standard Rite-Line Copyholder, mag 
nifier is also restful to the eves when 
used for ordinary copy. Rite-Line 
Corporation, 1025 15th St. N. W 
Washington, D. C 


This Functional Desk Features 
Interchangeable Drawers 


DOVETAIL construction in which 
rails, panels, and posts are locked 
together, with the drawer bearing 
rails dovetailed to posts and glued 
to side panels, assures new desk ex- 
ceptional rigidity. Island bases have 
adjustable steel glides, providing a 
height range of from 29 inches to 
30% inches. The first in a complete 
new line of office furniture, desks 
come in walnut, silver gray walnut 
and Softone oak finishes. Line in- 


cludes tables, stands, bookcases, and 
desks for all office uses, each adapt 
able to the other, so new units may 
be added at any time. The line was 
styled by Karl F. Schmidt, nationally 
known designer, and keyed to meet 
contemporary preferences, with the 
emphasis on the functional. Illus 
trated folder and prices, showing the 
complete line, is available upon re 
quest Hekman Industries Inc 
Grand Rapids, Mich 
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WITH... 
Stoplex 
THE AUTOMATIC 
ELECTRIC STAPLER 


Thousands of current 
users report savings up to 
70% and more! 


Fast, instantaneous, fool- 
proof stapling . . . both 
hands free for work! 


Staplex 


COMPANY 


JAY STREET 


Brooklyn 1, N. Y. 


Whiteprinting Device for 
Easy Copying 


SHARP, clear prints are produced 
on the spot with this new device 
which makes positive copies from 
translucent originals. Produces blue, 
black, maroon, and sepia line prints 
by either the ammonia fumes (dry) 
process, or the moist diazo (semi- 
dry) process. Designed to copy any- 
thing drawn printed, typed, or 
written on paper or cloth, the Spee- 
Dee printer requires no prior ex- 
perience or technical knowledge to 
operate. Machine is available in 
three models, for prints up to 12 
by 18 inches, 18 by 24 inches, and 
24 by 36 inches. Peck & Harvey, 5736 
N. Western Ave... Chicago, Il 


New Hand Calculator 
Speedy and Accurate 


WEIGHING only 8 ounces, Curta 
Calculator will add, subtract, multi- 
ply, divide, figure square root, fac- 
tors, cubes, and percentages. Three 
sets of dials carry answers to 5 
decimal places and total to 99 billion 
Answers can be checked on three 
sets of dials. Precision-made by 
Swiss watchmakers, new device 
comes in a ribbon-lined metal case 
Curta Calculator Company, 5543 
S. Ashland Ave., Chicago, Il 
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Card File Delivers Records 
In Less Than 3 Minutes 


COMPACT, motorized unit by 
Simpla Research brings cards to 
operator's working level at the touch 
of a switch. A 12-square-foot unit 
will hold 40,000 8- by 5-inch cards 
50,000 6- by 4-inch cards, 82,000 
tabulating cards, or 90,000 5- by 3- 
inch cards. Angle-front card trays 
are 10 inches long and hold approxi- 
mately 1,000 cards each, making 


4,000 to 9,000 cards always open 
within a half-arm reach. Simplafind 
can be adapted to any type of card 
record, using existing records with- 
out punching, altering, or recopying 
Simpla Research and Mfg. Co., Inc 
425 Fourth Ave., New York 16, N.Y 
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Adjustable Tilting Seat 
For Restful Support 


EXECUTIVE posture chair an- 
nounced by Marble has spring-con- 
trolled tilting back and seat, fully 
adjustable. Marbitilt swivel mecha- 
nism is actuated by double com- 
pression springs, with rubber cores 
to cushion the tilting action and 
prevent spring breakage. Tension is 
applied by a handwheel, while steel 
straps support seat in front and rear 
to assure even distribution of weight 
Arms, back, and sides of the seat are 
upholstered with top-grain leather, 
and the seat is covered in cord fabric 
to retain the softness and_re- 
silience of the foam rubber padding 
B. L. Marble Chair Co., 10 Willis St 
Bedford, Ohio 


Small, Fireproof Safe 
For Records 


REDESIGNED and styled to meet 
the need for a small home and office 
safe, Diebold’s Guardian Safe is com- 
pact, and tested for impact, explo- 
sion, and burglary. Guaranteed by 
Underwriters’ Laboratories under 
label for Class C Fire and T-20 
Burglary. These safes have the same 
quality construction and durability 
for which Diebold products are re- 
nowned. Diebold, Inc., Canton 2, 
Ohio. 
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Convenient Kit for Direct 
Mail Handling 


ALL the supplies required to print 
and address post cards, announce- 
ments, advertising pieces, or business 
forms are at your finger tips with 
the Dupli-Kit. Doing an hour's hand- 
work in 6 minutes at a cost of a few 
cents per thousand pieces, kit con- 
tains a portable printer using an in- 
expensive stencil on which messages 
can be typed, written, or drawn 
Automatically inked printer makes 
copies in perfect register. A portable 
addresser has paper roll on whicl 
up to 250 addresses can be typed 
each good for 100 or more impres 
sions, Addresses are rolled onto en 
velopes. Items have gray Hammer 
loid finish. Heyer Corp, 1850 S 
Kostner Ave., Chicago 23, Il 


Quiet Adding Machine 
Reduces Fatigue 


BESIDES having all the standard 
features of Victor's previous ma- 
chines, the Super-Quiet model re- 
duces operating noises 54 per cent 
A floating inner mechanism prevents 
the contact of working parts with 
the case, which formerly amplified 
operating noises like a sounding 
board. New feature makes for fewer 
errors and greater efficiency. Victor 
Adding Machine Co., 3900 N. Rock- 
well St., Chicago 18, Il 


w SHRED ALL 


WASTE PAPER SHREDDER 


Quickly shreds newspapers, magazines 
waste paper, tissue, cellophane, corru- 
gated cartons, wax paper, etc., into uniform 
resilient strands ideal for packing pur- 
poses. Especially adapted to shredding 
confidential records, blueprints, etc., per- 
mitting the return of this high-grade paper 
to the paper mills, for re-use 

Compact, economical, safe. All revolving parte 
are covered. Instantly adjustable. Shreds te 
\". Designed fer continuous and trouble-free 

eervice 


FREE TRIAL 
Operate a SHRED ALL 30 days. if 
not satisfied—return—owe nothing. 


UNIVERSAL SHREDDER COMPANY 
SAGINAW, MICHIGAN 


You Get Things Done 
With the Boardmaster 
Visual Control System 


® Gives Graphic Picture of Your Operstions— 
spotlighted by Color 
Pacts at Glance—Sares Time, Saree Money 
Prevents Errore 
Simple to Operate—Iype or Brite on Cards 
Snap in Grooves 
Ideal for Production Irathe 
Scheduling, Sales, 
Made of Metal. Compaert and (tirertive 
fiver 25,000 in Use 


Complete price $4950 including cards 
24-PAGE BOOKLET 


FREE NO. 4-100 


WITHOUT OBLIGATION 
Write for Your Copy Today 
GRAPHIC SYSTEMS 


55 West 42nd Street New York (8 


Inventors 
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“NEW 10.95 ADDRESSER 
SAVES 18 HOURS SHIPPING 


LABOR PER DAY — 
SERVICES OF FULL-TIME TYPIST!” 


That's the report of the traffic manager 
of one of America’s leading manu 
facturers of tine cosmetics'® Before 
ostalling Heyer Portable Addressers, 
this organization automatically typed 
label for each order . but 
experience proved that many orders 
required labels 
That's where the rub came in. A 
time as kept busy the 


«paring additional label 


hile the iled 

The Heyer Portable Addresser 
solved the problem = produced amaz 
ing savings, cut errors due to label 
copying, speeded shipments’ All by 
equipping each packer with a simple 
$10.95 machine and sending each order 
to the shipping room with a miniature 
master unit, instead of a label, from 
which packers themselves can produce 
up to 100 labels 


YOU CAN MATCH THESE SAVINGS 
IN YOUR OWN SHIPPING ROOM! 


The Heyer Portable Addresser is un- 
hike any other addressing machine 
you've ever seen. Made entirely of 
non-corrosive metal, it's about the 
size and shape of a pocket camera 
Your shipping room help will learn to 
use The Heyer Portable Addresser 
in 5 minutes’ 

You “roll on” the address with a 
single, one-hand motion. Can be used 
to address postcards, envelopes, ship- 
ping tags, wrapping paper for packages, 
as well as labels. When addressing 
from a list, paper rolls may be sub 
stituted for master units each easily 
changed roll contains up to 250 
addresses 


HERE'S THE SOLUTION TO YOUR 
ADDRESSING AND LABELING PROBLEM! 


For further information, write 


THE CORPORATION 


1860 South Kostner Avenve 
Crago 23, 


Complete statement 
reques' 


F ne Duphcoting Equipment 
Since 1903 


The following literature is of special 
interest to executives active in busi- 
ness management. It is current, and 
requests for this literature received 
several months after date of this 
issue may find supplies of the various 
booklets are completely exhausted. 


421. MASCO) SOUND EQUIPMENT 
Designed to give complete descrip- 
tion and specifications of their line, 
this new catalog on dual-speed, dual- 
track magnetic tape recorders is be- 
ing offered by Mark Simpson Mfg 
Co. Ine. Its 8 pages describe all 
its various models, with a double- 
spread illustration showing all the 
outstanding features common to all 
Masco tape recorders. A separate 
section gives electrical and mechani- 
cal specifications. Back cover shows 
several types of intercom systems 
also manufactured by Masco 


422. TIME TO “WAKE UP” YOUR 
SUGGESTION SYSTEM. If creating 
interest and enthusiasm for your 
suggestion plan is your problem, this 
attractively designed folder will give 
you many useful suggestions. Also 
being offered by Personnel Materials, 
Inc., is the booklet “A Simple Way 
to Have an Employee Suggestion 
System,” a must for companies that 
want to get started without un- 
tangling miles of red tape. Write 
for your free copy 


. . 


123. INEXPENSIVE, PERMANENT 
RECORD STORAGE FILES. This 
miniature broadside tells quickly the 
advantages and economy of Chem- 
Board storage files. Sketches and 
headlines spotlight outstanding fea- 
tures and exclusive advantages. II- 
lustrations of typical large and small 
installations serve to explain the 
text, accompanied by a list of na- 
tionally known users. Practical tests 
you can make in your own office 
for comparing the strength and 
durability of these files with those 
you now have, are also included 


124. STEEL OFFICE FURNITURE 
Security Steel's attractive new cata- 
log has a strong cover of heavily 
enameled stock that should = stay 
crisp and glossy through months of 
reference to its interesting pages 
The 10-page catalog liberally 
sprinkled with illustrations of Crest- 
line office furniture, with close-ups 


of special drawers and other unique 
features of this outstanding office 
equipment 


425. DAYLIGHT FOR INDUSTRY 
How to achieve better lighting con- 
ditions in industrial plants with glass 
blocks is the subject of this colorful, 
well-planned booklet Through a 
camera's eyes you see how contrasts 
in light reflection affect seeing. In- 
terior views of factories with all-too- 
common bad seeing conditions are 
used to show what happens when 
the contrast between unshaded win- 
dow brightness and the adjacent 
surfaces is five times greater than 
the allowable maximum. A _ great 
deal of factual information of gen- 
eral interest is contained in this 
22-paze booklet 


426. COPYFLEX TAX RETURN 
SYSTEM. Just off the press, this 
two-color booklet by Bruning shows 
how to make those vital copies of 
your tax return——-whether 1 or 100 

easily and economically, with the 
original form that you file with the 
Government. Large illustrations take 
you step by step through the process 
which gives you necessary copies in 
a matter of seconds, made possible 
by using a special tax form printed 
on one side of translucent paper 


427. THE GREATEST COMMER- 
CIAL PRINTING STORY EVER 
TOLD. This three-color broadside 
uses a poster treatment to stress the 
five reasons why the C & G printing 
purchase plan is the answer to your 
printing problem. An _ eye-catching 
design on heavy, textured paper is 
an excellent example of good layout 
and typography by Cullom & 
Ghertner 


428. INSTALLMENT ACCOUNT- 
ING CONTROL. This new six-page 
booklet released by Remington Rand 
Inc. details effective methods used 
by retailers and credit houses to 
control credit and collection § pro- 
cedures. The illustrated booklet out- 
lines a system which permits all but 
exceptional cases of installment pur- 
chases to be handled by clerks 
Special forms, control devices, and 
equipment are shown, together with 
a simple explanation of how install- 
ment accounting control provides 
automatic collection routines to get 
the money in faster. A copy will be 
sent on request. Ask for KD-570 


429. P-A-X BRINGS NEW EFFI- 
CIENCY. This new circular concerns 
the use of P-A-X by architects, engi- 
neers, office managers, methods, de- 
partments, administrative officers 
and others concerned with intercom- 
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munication problems in business 
is factual and well illustrated 
quest P-A-X, Circular 1735 


#210. (NO) SMOKING ALLOWED 
This diminutive booklet carries a 
startling message to your employees 
the “No” has been crossed out of the 
“No Smoking Allowed” sign. This 
positive approach to one of manage- 
ment's headaches succeeds in control- 
ling dangerous smoking practices 
without prohibiting it entirely, and so 
puts your workers in a cooperative 
frame of mind. Standard Pressed 
Steel got this up for its own em- 
ployees, and wants to share the book- 
let with companies facing the same 
problem 


| 


Requests for these booklets may be 
sent direct to the companies listed. 


Mark Simpson Mfg. Co., Inc., 
32-28 Forty-Ninth St., Long 
Island City 3, N. ¥ 


Personnel Materials Co., 201 
N. Wells St., Chicago 6, Ill 


Convoy, Inc., P. O. Station B 
Box 216, Canton 6, Ohio 


Security Steel Equipment 
Corp., Avenel, N. J 


Sales Promotion Department 
American Structural Prod- 
ucts Co., Ohio Bldg., Toledo, 
Ohio 


Charles Bruning Company, Inc 
100 Reade St., New York 
N. ¥ 

Cullom & Ghertner Co., General 
Offices, Nashville 3, Tenn 


Remington Rand Ine. 315 
Fourth Ave., New York 10 
N. ¥ 

Automatic Electric Sales Corp 
1033 W. Van Buren St. 
Chicago 7, Ill 


Standard Pressed Steel Co. 
Jenkintown, Pa 
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Here's a desk that gives impressive dignity to any executive office, and at the 
seme time provides ample, comfortable working area for o staff conference 
eliminating separate conference room 
its big, beautiful top provides a working space approximately seven 


feet by four feet 


including @ 9” overhang on three sides for leg 


comfort when used for conferences. 
This desk headlines a complete group of matching, functionally 


styled office pieces. Ask to see “Wiltshire Modern 


by Imperial’ at your dealer's NOW! 


WRITE FOR 
Office planning guide, featuring furniture 
cut-outs, floor graph, and decorating hints 


“/te MODERN 
VISUAL RECORD 
SYSTEMS 


Easy does it when you hove o Multiplex 
Swinging Panel Fixture in your office 
sales room or conference room. It is 
the one system thot will keep charts 
graphs, sales records ord other current 
information—right ef your finger tips 
for ready reference. The time you sove 
searching through desk drawers and 
files for information will poy for o 
Multiplex in a short time. These out 
standing Multiplex Swinging Pone! Fix 
tures ore used by thousands of leading 
componies. Regardiess of the type of 
business, there is ao Multiplex that will 
serve your purpose. Coupon oat right 
will bring you catalog and complete 
information as to how Multiplex con 
put efficiency into your business 


MULTIPLEX 


Display Fixture Co. 
"16-926 Tenth 


totis MO 


Gentiemen 
Please mail me o copy of the Multiples 
All-Purpose Catalog 


Nome 
Company 


Address 


It 
“Sa 
wiltshire modern 
>: 
124 4 
- Put Efficiency into Modern Business - - - 
128 
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Do Your Employees Read 
The Wrong Literature? 


Employee relations executives ogree much of 
the literature employees read distorts their 
thinking obout business. And literoture distrib- 
uted by the poyroll enclosure method is often 
labeled “propogondo.” 

A Selution te the Problem—To meet the prob- 
lem, N.R8.B. is establishing Information Rock 
Centers in plonts ond commercial establishments 
across the country. Through 
this method employees select 
literature on voluntary bosis. 
Positive thinking is developed. 

The free booklet, How to 
Strengthen Employee Relations 
With Informotion Rack Centers, 


BUSINESS FORECASTING. By 
Frank D. Newbury. Businessmen who 
have confined their forecasting prac- 
tices to “hunches” or guesses will 
be interested to learn from this book 
how organized forecasting is carried 


Amazing New Method for recasting is ca 
° . . on. The author says any plan is bet- 
Making Organization Charts ter than no plan, and according to 


$i ' Ruteh Better! this premise the reader with no plan 
mpler e Quicker e Better' 


Good erganization charts let everyone tnow whol 
expected of tim If your organization charts need bringing 
up to dote o if you have no seh charts CHART Par 
can help you 

cherts con be mode quickly, economically 
by you, your secretary, of any member of your staff 


by the 

CHART-PAK METHOD 
Here's alt you de: On o Chert-Pok board, plan the 
bund of chert you wont. Select the proper Chart Pat 
A little typing, arranging ond finger pressure 
That's all there Your chart ready 
mation of reproduction 
And Note This, You organization charts need not be 
mt of date tomorrow They will always be current 
because any portion of Chart-Pak chart con be quick'y 
hanged corrected at ony time 


‘ ATTACH TO YOUR LETTERHEAD ' 
1 Send me descriptive brochures on the Chart Pak 

Method for Organization Charts [) Office 

| Leyouts Stotistical Chorts [] 104-7 


CHART-PAK, INC. 


104.7 LINCOLN AVENUE, STAMFORD. CONNECTICUT 


“Saue with 
Rete- Line” 


THE MODERN COPYHOLDER 


Promotes Accuracy + Increases Production 
Soves Eyestrain + Portable 


Attachments for copying from wider sheets 
15 inch eye guide extension — $1 25 
20 inch eye guide extension — $1 50 


FREE TRIAL OFFER — Write asking us to send you 
RITE LINE COPYMOLDER with the understanding thot 
you may return it withou! chorge within ten doys 


RITE-LINE CORP, 1025 w 


Washington 5,0. C 


RITE-LINE 
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has nothing to lose if he sets up a 
plan after studying the volume. 

The first part of the book discusses 
forecasting principles and practices 
related to general business conditions 
the last two chapters are concerned 
with forecasting prices and sales. The 
author divides business forecasting 
into two main groups: External, 
which relates to conditions external 
to the individual company; and _ in- 
ternal, which includes all forecasts 
limited to company operations. 

The controversial practice of fore- 
casting from past experience is cov- 
ered by descriptions of various trends, 
and business cycles are analyzed. The 
author states that “Our best guide to 
the future is still the past behavior 
of business.” He adds, however, there 
are numerous pitfalls to forecasting 
from past experiences. Oversimplified 
projections of past experience, he 
says, have disillusioned many people. 

The author, a consulting economist, 
was formerly vice president of West- 
inghouse Electric Corp. He also wrote 
The American Economic System 
McGraw-Hill Book Company, Inc. 330 
W. 42nd St., New York 36, N. Y. 264 
pages. First edition. $5.00 


HUMAN RELATIONS IN ADMIN- 
ISTRATION. By Robert Dubin, Uni- 
versity of Illinois. Dealing largely in 
theory, Mr. Dubin's book is reinforced 
with case studies which give the 
student of human and social relations 
in business a look at the thinking 
of employees and, just as important, 
into the reaction of present-day 
students to personnel situations. The 
first half of the book contains selec- 
tions from the writing and speeches 
of many good thinkers and doers in 
the field of human relations. Prentice- 
Hall, Ine., 70 Fifth Ave., New York 
11, N. ¥. 573 pages. 1952. $7.35 


HUMAN RELATIONS IN INDUS- 
TRY. By Burleigh B. Gardner and 
David G. Moore. This enlarged second 
edition contains additional material 
on the different types of organiza- 
tions and the effects of executives’ 
personalities upon. organizations 
There is also added material on the 
structure of union organization and 
its significance to both members and 
management. Richard D. Irwin, Ine 


Homewood, Ill. 431 pages. $6.65 


exploins how you may profit 
from this successful progrom 
Send for it today. 

THE NATIONAL RESEARCH BUREAU, INC. 
421 N. Dearborn Street Chicage 10, Illinois 


SAVE UP TO 40%—OF YOUR 
BUSINESS FORMS PRINTING COSTS 


with the C & G PLAN 


lnvestiante tine 5 feature plan now being used to cut prin' 
ing coste by leading industries throughout the country 


Write for full details today! 
Cullom & Ghertner Co. 


The Vest-Pocket Course in Selling 


“A SHORT COURSE IN SALESMANSHIP” 

By J. C. Aspley 
Here's a pint-size manual on salesmanship 
that packs a real wallop! As a refresher 
course in the fundamentals of selling, over 
200,000 copies have been bought by com- 
panies to give to their salesmen, dealers, 
and to men who want to get into selling 
64 pages. 4 by 6 inches. Send for sample 
copy, 40 cents 


THE DARTNELL CORPORATION 


4660 Ravenswood Ave., Chicage 40, I! 


10-DAY TRIAL (for limited time only) 
—The only instontly adjustable pope: 


punch 
PUNCH °.°.° ALL 


You ll Newer Be Without 


Use It Once 


@ Adjustable to any 2- of J-hole binder @ Ready to 
vse @ Molded plastic bose in colors @ Al! other ports 
nickel-ploted steel @ Precision engineered @ Compoct 
Fits in desk drawer or brief case @ Priced low, $595 
@ Other models, 2 to 7 holes. GUARANTEED 


FREE—10-DAY TRIAL me MAIL TODAY 
only 


THE PUNCH ALi CO. INC 

Webon 68. Moss 

Please send me on doy free your PUNCH A 
Deluxe Mode! #3 If not satisfied wn 10 doys | will return it 
otherwise | will remt $5.95 


FIRM NAME 


Street and No 
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Executives Wanted 


WHERE TO BUY IT 


SALARIED POSITIONS 
$3,500 te $535.000 

We offer the original personal employment 
service ‘(established 42 years Procedure 
of highest ethical standards i individua 
1,000 SOUND SLIDEFILMS! > ersonal requirements. Identity 
FREE LOAN . RENTAL SALE over mition protected. Ask 

For Personnel, Safety, Maintenance, Sales BIXBY, IN¢ 
Training Entertainment The new N.Y 
Sth edition of “Sound Slidefilm Guide 


Sound Slidefilms 


Dun Bidg., Buffalo 


is fully descriptive of each title. Only 
See your dealer or write Dept 


Letterheads 


M 
EASE MENTION PROOF 
OW 


The Clark Company 
150 Bank Street 
BURLINGTON 54, VT 
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Warrixe ro Apvertisens 


SERVICES and SUPPLIES 


Steel Guide Tabs 


Large openings covered by trans 
parent pyroxylin, white, blue, green, yellow. pink or red 
bie labels in perforated str 
‘ 
ere 1 foretan. or sent post 
Dal! to reeponsible firme on 3) trial Price list free 
Now Alling orders promptly 
Samples (5 oF lees) 2 comts cach 
é used by Georgia Railroad Bank 
Auguata, Ga 


CHAS. ©. SMITH, Mfr., Box 664, Exeter, Nebr. 


Photo Credits 


Page 14 
Page 15 
Page 32 


Theon Betts 
George Van 
Fran Byrne 


Cover Design 
Page 8 
Page 14 


Bill Hedrich, Hedrich-Blessing 
Ransdell Photo 
Jules Schick 


Index to April Advertisers 


tederal Business Products, tne 
igency Morton Freund Advertising 
Agency, Ine 


Addressograph-Multigraph Corporation 38 
iygency—The Griswold-Eshleman Co 

Aluminum Seating Corporation aa 

tel: & Tarrant Manafectaring 


American Lithofold Corp 45 W. Ayer & Sen, tu: 


igency -Burlingame-Grossman Advertising 
tlobe-Wernicke Co., The 
igency Kammann-Mahan, Ine 


American Tel. & Tel. Co 2nd Cover 


igency N. W. Ayer & Son, Inc 
W., Ine (raphic Systems 


Hadley, Charles Company 
igency The Perrett Compar 


Burroughs Adding Machine Company 35 
iyency Campbell-Ewald Company 

thart-Pak, Ine 
Agency Moore & Company, Inc 


Haloid Co., The 
igency Hutchins Advertising Co 


(lark Company, The Hamilton Manufacturing Corporation 
Corry-Jamestown Manufacturing Corp Agency Caldwell, Larkin & Company. Ir 


Agency—-Walker & Downing Hammermill Paper Company 


igency Batten, Barton, Durstine & 
Osborn, Ine 


Callom & Gheriner Company 


(ummins-Chicago Corp 
igency Aubrey, Finlay, Marley & 


Hodgson, Ine igency Christopher-Williams & Bridges 


Dartnell Corporation, The imperial Desh Company 
Denominator Company, Inc., The gency Keller-Crescent Ce 


igency -Moresales Associates 


Diebold, Incorporated 
igency The Jay H. Maish Company 


Leopold Company, The 
Agency N. A. Winter Ady. Agency 


Company, The 
Ditto, Ine igency C. J. La Roche 


igency -Tim Morrow Advertising 
Metal (fice Furniture Company 
Duhkane Corporation 
Agency Kennedy & Courpar 


igency Wesley Aves & Associates 


Moore Business Forms, Ine 


igency-J. Walter Thompson Co 
Hdison, Thomas Inc 
Agency Green-Brodie 
Filiott Addressing Machine Co 
{gency H. B. Humphrey, Alley & 
Richards, Ine 
trans Specialty Co., Ine 
{gency —Virginia S. Morton igency 


Mosler Safe Co. The 
Agency Stockton-West-Burkhart Ir 


Multiplex Display Fixture Company 
gency Arthur R. Mogge, Inc 


National Cash Register Co. The ted Cover 


MeCann-Erickson, Ir 


April 1952 


National Research Bureau, Ine. The 62 


Oealid, Div. General Aniline & Film Corp St 
Agency The Biow Company, In 


Pitney-Bowes, Inc 
igency L. EB. MeGivena & Co., In 


Punch-All Co., The 
igency Chambers & Wiswell, In 


Recording & “Statistical Corporation 
Remington Rand Ine 

igency Leeford Advertising Agency 
Rite-Line Corp 

igency -E. M. Freystadt Associates 
Rochwell-Barnes Company 

igency George H. Hartman Compan 
Security Steel Equipment Corp 

iyency Kenyon-Baker Co 
Smith, Chas. C.. Mir 

igency Buchanan-Thomas Adv 
stendard Re or Comp . The 

igency Geyer, Newell & Ganger 
Staples Co., The 

igency Hopson Advertising Agen 
Tallman Robbins & Co 

igency Arthur C. Barnett Advertising 
Teles, Ine 

Agency Melamed» Hobbs, Inc 
Tiffany Stand Co 

igency Padeo Advertising Company 
Incorporated 


tgency The Buchen C« 


tadervood Corporation tth Cover 


igency —Marschalk & Pratt Co 
t niversal Shredder Company 


ascell Organization, lac 
igency The Publication Services 


— 
Are Your Guide Tabs mee 
BROKEN? 
— spring jews (OPNWIND() 
DURANE CORPORATION Caries, tthisees clamp them @rmty to carde but % $800) Guides 
| 
2a 
31 
ge 
Sa 
i Co., In 
32 
2s 
63 


AMERICAN BUSINESS 


USINESS continues to drag its fect. The 

widely advertised spring pick-up that was 
to make evervthing all right is still around 
the corner. The shortages that were supposed 
to cure the inventory headache didn’t develop. 
Indeed, the only shortage we hear much about 
today is the shortage of customers, and that 
may get worse before it gets better. The fact 
is that United States production has topped 
all peaks, and poor Joe Consumer is saving his 
money instead of spending it, which no one had 
fivured he would dot So we find sales execu 
tives’ clubs holding meetings to discuss how to 
vet salesmen back to work, and a well-known 
plush magazine planning to “devote the major 
part of our next LO issues to a series of search- 
ing articles on selling in today’s economy.” All 
of a sudden, it occurred to some people that 
our next big headache will be how to sell 
enough to meet the payroll, Perhaps the place 
to begin is with ourselves. Maybe we ought 
to get back to work, too. Maybe we have been 
lulled into thinking we are twice as good as 
we really are, by rubber-dollar sales figures. 
With dollars getting steadily cheaper, it hasn't 
heen too hard to beat Old Man Quota. Maybe 
it is time to step out and sell, as Bill Holler 
puts it, instead of sitting around and blaming 
our lack of orders on ‘Truman, Korea, and 
veneral conditions. Let's recapture something 
of the spirit that pulled American business out 
of the mud in 1932, 


Free Riders 


It has been suggested that since we all owe 
our high standard of living to the churchmen 
who drew up the Declaration of Independence, 
the Constitution, and the Billof Rights, those 
Whe do not belong to a Christian church, or 
contribute to the support of Christian institu- 
tions, should be compelled by law to do se. 
Whi! Beeause they are getting a free ride. 
They are benetiting from the efforts of our 
founding fathers, and not contributing to the 
organization which was primarily responsible 
for the happy state of life they mow enjoy. 
Fantastic’ No. just silly. Yet this is the sort 
of argument the Wage Stabilization Board fell 
for when the “free rider” theory was put for- 
ward by the steelworkers’ union. No matter 
if the national labor relations law does provide 
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that no American can be coerced into joining 
aunion if he does not feel union membership 
worth what it costs. WSB has decided, and 
gone on record as recommending, that every- 
one working in a unionized steel mill must be- 
come a union member or lose his job. Sine 
most of the steel industry is unionized, that 
could mean he would lose his trade. And what 
would be the outcome? In order to make com- 
pulsory union membership work economically, 
the labor regulatory agencies. which are being 
set-up by Federal and State governments. 
would soon be telling unions what they could 
and could not do. The unions will come to rue 
the day that union membership is made com- 
pulsory by lew. 


Harry Truman's Decision 


President Truman’s announcement that he 
will not accept renomination did not send many 
businessmen rushing off to the erving cham- 
bers. They only hope he won't change his mind. 
Harry Truman, as his biography (Mr. Presi- 
dent) points out, and his record as a Senator 
clearly shows, does not like business or busi- 
nessmen. So the feeling is mutual. But the 
Troman disclaimer started a lot of simmering 
political pots aboiling and a flock of new light- 
ning rods shooting into the air. It might be 
Vinson, Barkley, Douglas, Stevenson, or even 
aman in a coonskin cap. But whomever the 
Chicago lightning strikes, let us hope that for 
the first time in 20 vears we will have a con- 
structive campaign, with a minimum of mud- 
slinging and chatter about ceonomic royalists. 
And by the same token, we can get along nicely 
without the “viewers with alarm,” who insist 
the country is going to hell on a handear and 
only the Republicans can save it. The next 4 
years may be critical ones for these United 
States. We may be forced into another war. 
which could make the last one look like a Sun- 
day-school picnic. We could have an economic 
collapse. In any event, whoever wins this elec- 
tion will need the full cooperation of business. 
labor, and agriculture. The time to plant the 
seeds for that kind of teamwork is on the 
hustings this summer and fall. So let’s keep 
our dead cats, overripe tomatoes, and Coke 
bottles in the cellar. They don't change any 
votes anyway. J.C. 
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1. automatic siGnat 

Gives automatic printed pro 
whether or not machine was 

when first omount wos listed There + 
never ony doubt! 


5. LARGE ANSWER DIALS 

Always show the running toto! in lorge 
numerals. Noeye strain. Permit use of 
machine without tape 


...and Waltonal combines these 8 features on one machine! 


On average listings these 8 features, combined, 
save hundreds of motions every hour. 

The more of these features a machine has, the 
more time and effort will be saved every hour 
the machine is in use. Isn't it reasonable, then, 


2. SUBTRACTIONS IN RED 
Can never be mistaken fo 
Red figures stand o 

ing checked of 


6. KEY ACTION 

Soft, yet positive (cigarette doesn tever 
wrinkle.) Several keys may be pressed 
ot once. Ciphers print automatically 
usually saving about 30% of touches 


7. STAIR-STEP. FULL VISIBLE KEYBO* RD 
orrongement event: depressing 
some of same 
added o 
subtracted 


to get the only adding machine that combines 
all 8 features—the National? Call the local 
National factory branch, or dealer, for a dem- 
onstration. Models and prices to fit your needs. 
(There’s no obligation to buy.) 


THE NATIONAL CASH REGISTER COMPANY, 


DAYTON 9, OHIO 


4. AUTOMATIC SPACE UP OF TAPE 
Tape automatically oves up to teor 
ated 


8. constRUCTION 

Bu give longer life at lower cost 
A working ports double rust 
Compoct for desk use 


Walional 


DOING MACHINES REGISTERS 
ACCOONTING MACHINES 


| Only the 
| adding machine 
money-saving features... | 
3. AUTOMATIC CREDIT BALANCE 
add tons Minus tot 


...@ fully automatic, 
*low-cost machine 
for ALL PHASES of your 

accounting 


The new 


UNDERWOOD SUNDSTRAND 


Model “E” all-purpose... 
Low-Cost Accounting Machine 


Want a really all-purpose accounting machine? 
One that will save you time, money, effort ... help 
solve your “girl-power” shortage? 

hen put your order in for the all-new Under- 
wood Sundstrand Model E Accounting Machine! 

Talk about flexibility! 

The Model E can handle any or all of your 
accounting Accounts Receivable. Accounts 
Payable. Trial Balances. Stock Records. Payrolls. 
General Ledgers. 

It makes possible continuous, effortless posting. 
super- 


jobs. 


Allows quick-as-a-wink form insertion ... 
speedy keyboard operation... zip-and-it’s-out form 
removal. 

It has a “mechanical brain”—a control plate that 
directs automatic operations—speeds work, mini- 
mizes errors. 

And first, last and always—keep this in mind 
about the all-new, all-purpose Model E. It has the 


famous, accurate, fast, touch-operated Sundstrand 
10-key keyboard. The keyboard that Underwood 
developed scientifically. 

Have your secretary arrange with your Under- 
wood Representative for a demonstration of the 
Underwood Sundstrand Model E Accounting Ma- 
chine today. 

Or send for the new folder which gives com- 


plete information. 


Price starts at $1483 plus taxes. 


Subject to change without notice. 


Underwood Corporation— 


Accounting Machines . .. Adding Machines. . . 
. Carbon Paper Ribbons 
New York 16, N. Y. 


Typewriters . . 
One Park Avenue 
Underwood Limited, Toronto 1, Canada __ = 

awoon 


Sales and Service Everywhere 
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